STATE OF CALIFORNIA Command: Division: Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Newhall Area Southern 4
-COMMAND INSPECTION PROGRAM Inspected by: Date:
Sgt. J. Martinez 12-16-08

EXCEPTIONS DOCUMENT

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION [] Corrective Action Plan Included
(] Division Level [X] Command Level [ Appeal Included
[] Executive Office Level ] Attachments Included

Foliow-up Required:

Forward to: Commander's S‘(gpature: Date:
Southern Division / },
[ Yes X No (/{ é}L A 107‘

Due Date; Feb. 28, 2008

Chapter Inspéction: Three — Command Procurements

Inspector's Comments Regarding Innovative Practices:

None.

| Command Suggestions for Statewide Improvement: ]

None.

| Inspector's Findings:

The Newhall Area’s Fiscal Control Program is being operated within the guidelines set forth by
departmental policy.

CHP 880A (Rev 03-08) OP) 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: Diviston: Chapter:
Newhall Area | Southern 4

inspected by: Date:

Sgt. J. Martinez 12-16-08

[ Commander's Response:

No response required.

[ Inspector's Comments:

None.

e uired Action

Corrective Action Plan/Timeline

CHP B80A (Rev 0¢$-08) QP101¢C




STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Er—— B Chapter
- COMMAND INSPECTION PROGRAM Newhall Area | Southern 4
EXCEPTIONS DOCUMENT Inspected by: Date:
Sgt. J. Martinez 12-16-08

ge 3

Appeal Process: (Appeals shall be filed within five (5) business days of the completed:chapter inspection), .

Commander’s Basis for Appeal:

N/A

| Appeal Review/Decision: (This shall be the only level of appeal). |

Date:
Z-

A e [y
Paspohding Co%&g’ afyte (for appeal): Date:
» 26 0T

CHP 680A (Rev 08-08) OF1010

Lead Inspector's Signature:
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STATE OF CALIFORNIA
DREPARTMENT OF CALIFORNIA HIGHWAY PATROL Gommand: Division: Number:
SPECTION PROGRAM Newhall Soumern 0
Chapter 4 Evaluated by: Date:
Fiscal Controls B. Mitchell 12-16-08
Assisted by: Date:

INSTRUCTIONS: Answer individual items with “Yes” or "No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up Inspection,
the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

Command Level

tead inspector's Signature:

Division Level -
- Su .
[] Office of Inspections [] Voluntary Self-Inspection 4 ~ /)
Follow-up Required: Commander4/Signatyrk! Date:
(] Follow-Up Inspection
[]Yes X No >-26 7

For applicable policies, refer to State Administrative
Manual (SAM), HPM 11.1, Chapter 4, and HPM 11.2,

Chapter 2.
1. Is management actively involved in reviewing and
approving paperwork related to receiving and Yes | [ONo | [IN/A | Remarks:
preparing collections? |
2. Does the command have Standard Operating
Procedures (SOP) to provide necessary guidelines X Yes | [JNo | [JN/A | Remarks:
for overall management and accountability of
receiving and preparing collections?
3. Does the command have adequate separation of
duties for collections received? Yes | [JNo | [JN/A | Remarks:
4. Does the command have adequate separation of
duties for the cash receipt process? X Yes | [JNo | [JN/a | Remarks:
5. Is access to the safe and/or vault appropriately
restricted? Yes | [ONo | [JN/A | Remarks:
6. Does a record exists which identifies who has access
to the safe and/or vault and when changes in access | [ Yes | [ No | [ N/a | Remarks:
occur?
7. Was the lock combination changed when an excess
number of employees were aware of the Yes | [ONo | [IN/A | Remarks:
combination, transferred out of the Area, ar no longer
requires access?
8. s the safe securely anchored to the building?
Yes D No D N/A Remarks:
9. Are weekly transmittal reports prepared in
accordance with departmental policy? X Yes | [INo | [JN/A | Remarks:
10. Is the weekly transmittal report(s) submitted to Fiscal
Management Section (FMS) within five working days | X Yes | [JNo | [JN/a | Remarks:

following the week covered by the report?

CHP 680G (Rev 09-08) OP1010



Page 20f3
STATE OF CALIFORNIA
DFPARTMENT OF CALIFORNIA HIGHWAY PATROL
SPECTION PROGRAM
Chapter 4
Fiscal Controls
11. Does the command submit the following forms
with the weekly transmittal when applicable? X Yes | [INo | [IN/A | Remarks:
(1) CHP 285, Sale of Discarded Tires/Junk
Batteries/Used Rotors.
(2) CHP 38, Evidence/Property Receipt/Report
{Unclaimed Property).
(3) STD 634, Absence and Additional Time Worked
Report, for jury duty.
(4) CHP 221, Malicious Damage Report.
(5) CHP 464, Traffic Control Cost Estimate —
Advance Deposit.
(8) Civil subpoena. o
12. s a memorandum for cash shortages prepared if
necessary? B Yes | [INo | [JN/A | Remarks:
13. Does the command ensure the information written on
the counter receipt is complete and legible? X Yes | [JNo | [JN/A | Remarks:
14. Was a counter receipt issued for each witness fee
deposit received? K Yes | [INo | [JN/A | Remarks:
15. Was a counter receipt issued for each movie,
(- wide-load, and special event detail(s)? X Yes | [INo | [IN/A | Remarks:
16. Was each counter receipt issued for each sale,
including the sale of discarded tires, junk batteries, Yes | [ONo | [JN/A | Remarks:
used rotors, and other cash received?
17. Is sales tax added to items that are not for resale?
Yes D No D N/A Remarks;
18. Are all counter receipts pre-numbered and issued in
numerical sequence? X Yes | [INo | [[]N/A | Remarks:
19. Were transfers of counter receipt books/certificates
between field commands reported on a CHP 266A, X Yes | [ONo | [CJN/A | Remarks:
Credit Memo - Non- Equipment?
20. Is the STD 439, Disbursement Voucher, properly
authorized and completed to support expenditure? X Yes | [JNo | [JN/A | Remarks:
21. Are the CHP 264, Petty Cash Replenishment
Requests, completed at least monthly if over $10.00, Yes | [ONo | [JN/A | Remarks:
quarterly if under $10.00, and on June 30 of each
fiscal vear?
22. |s the CHP 264 properly authorized?
Yes D No D N/A Remarks:
23. Does the total amount of cash, receipts on hand, and
receipts in transit equal the total of petty cash and XK vYes | (ONo | [CIN/A | Remarks:
change funds?
24. Is there documentation to support periodic reviews of
petty cash and change funds performed by the X Yes | [INo | [JN/A | Remarks:
_____commander or designated person?
[" 25. Are overages and shortages of the petty cash
1 funds reported to Fiscal Management Section? X Yes | [1No | [JN/a | Remarks:

CHP 680G (Rev 03-08) OPI1010




STATE OF CALIFORNIA
DFPARTMENT OF CALIFORNIA HIGHWAY PATROL

SPECTION PROGRAM

Chapter 4
Fiscal Controls

Page 3of3

26. Were change funds used to cash checks, money

orders or cashier/travelers checks? [JYes | [JNo | [XN/a | Remarks: Nochange fund,
27. Are change funds over $100 and petty cash funds o
over $200 kept in a safe, vault, or money chest X Yes | [INo | [JN/A | Remarks: Lockedinafile.
adequate to safeguard cash?
28. Are all petty cash purchases under $507?
IE Yes D No D N/A Remarks:
29. Is petty cash used to purchase prohibited items?
D Yes No D N/A Remarks:
30. Did the command circumvent the dollar limitation by
splitting the purchase? [(JYes | I No | [JN/A | Remarks: |
31. Is a petty cash custodian designated by the
commander? X Yes | [INo | [JN/A | Remarks:

CHP 680G {Rev 09-08) OPJ 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL VAT I STTRAL
SPECTION PROGRAM LACC
Chapter 4 Evaluated by: Date:
Fiscal Controls WPT Kathy Dodson 12/11/2008
“Assisted by: Date:
| OSSI Sharronn Moore (EERE

INSTRUCTIONS Answer individual items with “Yes" or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next jevel of command.
Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up Inspection,
the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

|_TYPE oF INSPEGTION - Lead Ins ectors S|gnalure
[] Division Level X] Command Level / L
< <ﬂé' for,
[] Office of Inspections [] Voluntary Self-Inspection -—~/
Follow-up Required: - T | Commanders Slgnature Date:
Follow-Up Inspection
] Yes X No P INSp //,,\/ /zZ /Z/ /J
For applicable policies, refer to State Administrative
Manual (SAM), HPM 11.1, Chapter 4, and HPM 11.2,
Chapter 2.
1. |s management actively involved in reviewing and
approving paperwork related to receiving and X Yes | [JNo | [JN/A | Remarks:
| preparing collections?
2. Does the command have Standard Operating
Procedures (SOP) to provide necessary guidelines Yes | [ONo |[JN/A | Remarks:
for overall management and accountability of
receiving and preparing collections?
3. Does the command have adequate separation of
duties for collections received? Kyes | [ONo | [INA E:;a;rgs:os& Sharrronn Moore,
QAll Elizabeth Reeves, A14764
4. Does the command have adequate separation of
duties for the cash receipt process? Yes | [JNo |[INA E?gﬁrg& OssikShanrong Mpones
OA\ll Elizabeth Reeves, A14764
5. Is access to the safe and/or vault appropriately ,
restricted? D Yes D No IX] N/A Remarks: A lock box is used
6. Does a record exists which identifies who has access ) Remarke: A memorandum is
'éocgljer?safe and/or vault and when changes inaccess | []Yes | [JNo | X NA prepared and fled
7. Was the lock combination changed when an excess
number of employees were aware of the [(JYes | [JNo | XINA Femarks: RaseparaicIkeysITe Used
: ; 0 access the lock box
combination, transferred out of the Area, or no longer
requires access? o N
8. Is the safe securely anchored to the building? :
D Yes D No @ N/A Remarks: A small lock box is used
9. Are weeKkly transmittal reports prepared in
accordance with departmental policy? K Yes | [JNo |[JNA | Remarks:
10. Is the weekly transmittal report(s) submitted to Fiscal '
Management Section (FMS) within five working days | (X Yes | [JNo | [ N/A | Remarks:
following the week covered by the report? _ ) B

CHP 680G (Rey 09-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
SPECTION PROGRAM
Chapter 4
Fiscal Controls
11. Does the command submit the following forms
with the weekly transmittal when applicable? Yes | [ONo |[JN/A | Remarks:
(1) CHP 285, Sale of Discarded Tires/Junk
Batteries/Used Rotors.
(2) CHP 36, Evidence/Property Receipt/Report
{Unclaimed Property).
(3) STD 634, Absence and Additional Time Worked
Report, for jury duty.
(4) CHP 221, Malicious Damage Report.
(5) CHP 464, Traffic Control Cost Estimate ~
Advance Deposit.
(8) Civil subpoena. L
12. |s a memorandum for cash shortages prepared if
necessary? B Yes | [JNo | [JN/A | Remarks:
13. Does the command ensure the information written on
the counter receipt is complete and legible? X Yes | [INo | [JN/A | Remarks: N
14. Was a counter receipt issued for each witness fee
deposit received? Yes | [ONo | [JN/A | Remarks:
15. Was a counter receipt issued for each movie,
wide-load, and special event detail(s)? [JYes | [JNo NJA; | REmanks;
16. Was each counter receipt issued for each sale,
including the sale of discarded tires, junk batteries, [JYes | [ONo | [X NiA | Remarks:
used rotors, and other cash received?
17. |s sales tax added to items that are not for resale?
D Yes D_NO @ N/A Remarks.
18. Are all counter receipts pre-numbered and issued in
numerical sequence? B Yes | [INo | [JN/A | Remarks: -
19. Were transfers of counter receipt books/certificates
between field commands reported on a CHP 266A, [(OYes | [JNo Ng, || Remarks:
Credit Memo - Non- Equipment? 1 l o
20. Is the STD 439, Disbursement Voucher, properly _
authorized and completed to support expenditure? X Yes | [JNo | []N/A | Remarks: ienmpacatl
21. Are the CHP 264, Petty Cash Replenishment _
Requests, completed at least monthly if over $10.00, | [ Yes | I No | [JNA ;’fgi{gz’ef;%bdg";ucé’i{'ecmd guring
quarterly if under $10.00, and on June 30 of each
fiscal year? o -
22. |Is the CHP 264 properly authorized?
@ Yes D No D N/A Remarks:
23. Does the total amount of cash, receipts on hand, and . Remmarke: A palty cash audtwas
(r:?](:‘:ggsflSntcﬁgSIt equal the total of petty cash and K Yes | [No |[INA recently éom‘;le&;d in Oclober, 2008
24, |s there documentation to support periodic reviews of )
petty cash and change funds performed by the Clyes | X No |[CINA gitmozg‘rsggggbfﬂif:;'g?;esoa .
commander or designated person? suspense file
7 25. Are overages and shortages of the petty cash
funds reported to Fiscal Management Section? Ryes | [ONo |[INA RErmS; B




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

SPECTION PROGRAM

Chapter 4
Fiscal Controls

Page 3of3

26.

Were change funds used to cash checks, money

orders or cashier/travelers checks? [JYes | X No |[JN/A | Remarks:
27. Are change func_is over $100 and petty cash funds el S oM used, 5
o e e e | Bver | Dt | DI | e
: access .
28. Are all petty cash purchases under $507
E Yes D No D N/A Remarks:
28. s petty cash used to purchase prohibited items?
- ] Yes X No ] N/A Remarks: .
30. Did the command circumvent the dollar limitation by
splitting the purchase? [JYes | XINo | []N/A | Remarks: - _
31. Is a petty cash custodian designated by the T ~ T
commander? DX Yes | [INo | LINA | 000 |

CHP 680G (Rev 09-08) OP1010



STATE OF ALIFORNIA
DEPARTM-NT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command; Division: Chapter
LACC Southern 4 Fiscal Controls
Inspected by: “Date:

WPT Kathy Dodson 12/11/2008

. .3TRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under "Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION
] Division Level [X] Command Level

[] Executive Office Level

(] Corrective Action Plan Included
[] Appeal Included
[] Attachments Included

Forward to:

Follow-up Required:

] Yes No

Due Date:

Chapter Inspection:

Inspector's Comments Regarding Innovative Practices:

Commander's Signature;

None

| Command Suggestions for Statewide Improvement:

None

| Inspector's Findings:

No discrepancies found.

CHP 680A (Rev 08-08) OP| 010



STATE OF ( ALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
ge 3

Command: Division: Chapter.
LACC Southern 4 Fiscal Controls
Inspected by: Date:

WPT Kathy Dodson 12/11/2008

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander's Basis for Appeal:

N/A

rAppeaI Review/Decision: (This shall be the only level of appeal).

077

ST, |pz3-08

Responding~Commander’% Signalure (for appeal):
9

CHP 6B80A (Rev 09-08) OP1010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: Division: Chapler:

ISU Southern 4
Inspected by: Date:

Lt. D. Moeller, #11275 1212212008

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

——
TYPE OF INSPECTION

[7] Division Level Command Level

[] Executive Office Level

(] Corrective Action Plan Included
[J Appeal Included
[J Attachments Included

Forward 10:

Follow-up Required: Southern Division

(] Yes X No

Due Date:

Chapter Inspection;

Commander’s Signature: Date:

Inspector's Comments Regarding Innovative Practices:

None

| Command Suggestions for Statewide Improvement:

]

None.

| Inspector's Findings:

Southern Division Investigative Services Unit's has an established separation of duties and regular
scheduled audits to ensure security, and provide checks and balances that comply with departmental

policies.

In response to question #8, the configuration of the Unit's safe precludes it from being easily anchored
to the building. The safe has been moved into the Lieutenant's office until such time that the safe can
be anchored to the building or replaced with a safe that can be anchored to the building.

CHIP 880A (Rev. 09-08) OPI 010



STATE OF CALIFCRNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

rage 2

Command: Division: Chapter:
ISU Southern 4

Inspected by: Dale:

Lt, D. Moeller, #11275 1212212008

| Commander's Response:

No response required.

| Inspector's Comments:

None.

“equired Action.

Corrective Action Plan/Timeline

CUP GBOA (Rev, 09-08) OF1 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT
age 3

Command: Division: Chapler:

ISU Southern 4

Inspected by; Date:

Lt. D. Moeller, #11275 12/22/2008

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander’s Basis for Appeal:

N/A

| Appeal Review/Decision: (This shall be the only level of appeal).

Lead Inspeclor’'s Signalure: Date:
12/22/2008
~esponding Commander's Signalure (for appeal): Date:

CHP GBOA (Rev. 09-08) OP1010




Page 10f3
"4TE OF CALIFORNIA
PARTMENT OF CALIFORNIA HIGHWAY PATROL FT—— Sivision: Nmees
INSPECTION PROGRAM ISU Southern 509 o
Evaluated by: Date:
A Lt. D. Moeller, #11275 1212212008
Sl Assisted by: Date:
OSSlII L. Callejas, #A9541 12222008

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such

discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next fevel of command. _
Furthermore, the memorandum shail include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up Inspection,
the "Follew-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

] Division Level X command Level

[] Office of Inspections [J Voluntary Seff-Inspection

Lead Inspeclor's Signalure:

///;”Zwe, 2

FO”OW-Up Required: /_,Go'mmander’s Signature: Dale:
[]Yes No (1] Follow-Up Inspection Y, g ey 12/23/2008

For applicable palicies, refer to State Administrative
Manual (SAM), HPM 11.1, Chapter 4, and HPM 11.2,
Chapter 2.

s
) R LA
(ez . 7 e

1. Is management actively invoived in reviewing and Remarks:
approving paperwork related to receiving and Yes | [JNo | [ON/A
preparing collections?

2. Does the command have Standard Operating Remarks:
Procedures (SOP) to provide necessary guidelines Yes | [JNo [[IN/A
for overall management and accountability of
receiving and preparing collections? | ]

3. Does the command have adequate separation of Remarks:
duties for collections received? Yes | [INo [[IN/A

4. Does the command have adequate separation of Remarks:
duties for the cash receipt process? Yes | [JNo [[IN/A

5. Is access to the safe and/or vault appropriately Remarks:
restricted? Yes | [INo |[InN/A

6. Does arecord exists which identifies who has access Remarks:
to the safe and/or vault and when changes in access Yes | No [ NA
ocour?

7. Was the lock combination changed when an excess Remarks:
number of employees were aware of the Yes | [JNo | [IN/A
combination, transferred out of the Area, or no longer
requires access? _ )

8. Is the safe securely anchored to the building? Remarks:

B []Yes No | [ N/A

9. Are weekly transmittal reports prepared in Remarks:
accordance with deparlmental policy? K yes [ [INo |[JNA o

10. Is the weekly transmittal report(s) submitted to Fiscal Remarks:
Management Section (FMS) within five working days Yes | [INo | [JNA
following the week covered by the report? N

CHI? 680G (Rev. 09:08) OPI 010



Page 20f3
~ATE OF CALIFORNIA
PARTMENT OF CALIFORNIA HIGHWAY PATROL
INSPECTION PROGRAM
Chapter 4
Fiscal Controls
11. Does the command submit the following forms Remarks:
with the weekly transmittal when applicable? XvYes | ONo |[[JNA
(1) CHP 265, Sale of Discarded Tires/Junk
Batteries/Used Rotors.
(2) CHP 36, Evidence/Property Receipt/Report
(Unclaimed Property).
{3) STD 634, Absence and Additional Time Worked
Report, for jury duty.
(4) CHP 221, Malicious Damage Report.
{5) CHP 464, Traffic Control Cost Estimate —
Advance Deposit.
(6) Civil subpoena.
12. 1s a memorandum for cash shortages prepared if Remarks: A memorandum would be
necessary? Ves | [INo | CIA | Ropare rocessan: howevor. e
o o cash shorlages.
13. Does the command ensure the information written on Remarks:
the counter receipt is complete and legible? X VYes | [ONo | [JN/A
14. Was a counter receipt issued for each witness fee Remarks:
deposit received? Yes | [INo | [JN/A o
15. Was a counter receipt issued for each movie, Remarks:
wide-load, and special event detail(s)? | XYes | [INo | [IN/A
16. Was each counter receipt issued for each sale, ' Remarks:
including the sale of discarded tires, junk batteries, Yes | [JNo |[]N/A
used rotors, and other cash received?
17. Is sales tax added to items that are not for resale? ?ﬁgf;‘:sitm :l;g*:dcg‘:\:{gsg;%?:énd
D Yes D No @ N/A are useg |lires fol whicyh a sellet's
permit number is obtained on the
CHP 265.
18. Are all counter receipts pre-numbered and issued in Remarks:
numerical sequence? Yes | [ONo | CJN/A
19. Were transfers of counter receipt books/certificates Remarks:
between field commands reported on a CHP 266A, [JYes | (ONo N/A | Meisuch kansiers have ocarrad:
Credit Memo - Non- Equipment?
20. Is the STD 439, Disbursement Voucher, properly Remarks: ,
authorized and completed to support expenditure? Yes | [JNo | [IN/A _
21. Are the CHP 264, Petty Cash Replenishment Remarks: ‘
Requests, completed at least monthly if over $10.00, | & Yes | [ No | [JN/A
quarterly if under $10.00, and on June 30 of each '
fiscal year? -
22, Is the CHP 264 properly authorized? Remarks:
- Yes | [(ONo | [JN/A —
23. Does the total amount of cash, receipts on hand, and Remarks:
receipts in transit equal the total of petty cash and Yes | [(INo |[JN/A
change funds?
24. |s there documentation to support periodic reviews of Remarks: The Command does nol
petty cash and change funds performed by the Yes | [(JNo |[JN/a | hevea’Change Fund.

commander or designated person?

CHP 680G (Rev. 09-08) OP1 010
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TATE OF CALIFORNIA
PARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM

Chapter 4
Fiscal Controls

Page 3of 3

25. Are overages and shortages of the petty cash

[ Yes

Remarks: No such instances have

funds reported to Fiscal Management Section? [J No N/A, /occurred L
26. Were change funds used to cash checks, money Remarks: The Command does nal
orders or cashier/travelers checks? [ Yes No | [] N/a | have a“Change Fund.”
27. Are change funds over $100 and petty cash funds Remarks: The Command does nol
over $200 kept in a safe, vault, or money chest Yes | [INo | [JN/A | havea’Change Fund’
adeqguate to safeguard cash? _ R
28. Are all petty cash purchases under $507 Remarks:
_ . X Yes | [INo | [JN/A
29. s petty cash used to purchase prohibited items? Remarks:
[(JYes | XINo | [JN/A
30. Did the command circumvent the dollar limitation by Remarks:
_splitting the purchase? [1VYes No | [IN/A
31. Is a petty cash custodian designated by the Remarks: The OSSIl is designated
commander? Yes D No D N/A the pelly cash cuslodian.

CHIP? 680G (Rev. 08-08) OPI 010



STA™_ OF C.ALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
FXCEPTIONS DOCUMENT

Command: | Division: [ Chaplerd —Fiscal |
East Los Angeles | Southern | Cantrols ]
Inspected by: | Date |
Paul Medeiros | 12/04r2008 |

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space Is required.

TYPE OF INSPECTION
[] Division Level X Command Level

l (] Executive Office Level

[ Forward to:

Follow-up Required:

=
[ ves No Due Date.

Chapterilnspection: Three — Command Procurement

Inspector's Comments Regarding Innovative Practices:

[C] Corrective Action Plan Included
(] Appeal Included
il Attachmgnts Included

Commanggf's Signature:

No innovative practices were observed.

| Command Suggestions for Statewide Improvement:

None.

| Inspector's Findings:

The ASM's were unaware of departmental policy requiring a CHP 265 to be completed for disposal of
used brake rotors. In the future, the ASM's will comply with policy.



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM ffeommand:  — TBRelon: T TTCHapler |
FXCEPTIONS DOCUMENT B s |

Fage 2

[ Commander's Response:
N/A

| Inspector's Comments:

Area personnel responsible for fiscal controls should receive refresher training on annual basis. A
voluntary self-inspection should be completed no sooner than 6 months to verify policy is being followed.

kequired Action

| Corrective Action Plan/Timeline o e
N/A




ST |E OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT [Command | Owiion: G
| East Los Angeles | oouthcm ) 4 R
“Inspected by: ‘ Date: |

_Paul Medeiros - 2/04/2008

Page 3

| Commander’s Basis for Appeal: - - - ]
N/A

‘“ /Q—spp-éé'l Review/Decision: _(This shall be the only level of abpeal) i
N/A

_ea?fn_sEeElEstSsg'n'atu}/f S - o “Date:

“Responding 'C;En?n}af;rﬁ%??_s:aé?'_@ foragesa),/ =2 Date & ==
ity gy paizroop
; Va R A7 —_— - | e |




STATE OF CALIFORNIA Command Dien. ‘__—Chapler: SRS
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL C_enj_r_a-l L_A _ ___‘_Sculhem_ 4 - )
COMMAND INSPECTION PROGRAW i T

Sergeant R. Diggins, #14275 | 11/18/2008

EXCEPTIONS DOCUMENT

1WSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of {he inspeclion in the Chapler Inspection number. Under "Forward 10:" enter the nexl level of command where lhe document
shall be routed to and its due date. This document shall be utilized to document innovalive praclices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used (o appeal findings. A CHP 51 Memorandum may be used if
addilional space is required.

TYPE OF INSPECTION [[] Corrective Action Plan {ncluded
{71 Division Level [X] Command Level [J Appeal Included

7] Executive Office Level

[J Attaghments Included

Forward to: mmander's Signature:
h
Due Date: =

Follow-up Required:

(JYes X No

None.

["Command Suggestions for Statewide Improvement:

[ aotha bRt fhat st

None.

[inspector's Findings: ' ]
All findings were in compliance with departmental policies and procedures.

CHIP GBOA {Rev 09-08) OP1 090
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STATE OF CALIFORNIA

NEPARTMENT OF CALIFORNIA HIGHWAY PATROL ["Commang | Givison Sy

SPECTION PROGRAM Central LA, | Southem 50 “_l
Chapter 4 Eoat b S P

Fiscal Controls | Sgt. R, Diggins, #14275 | 11/13/2008 |

! Assisled by Officer R. Langsdale, #16243 Date:11/13/2008 ‘

L. =

INSTRUCTIONS: Answer individual items with “Yes" or “No" answers, or {ill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspeclions shall be commenleg on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceplions Document and addressed 10 the next level of command.
Furhermore, the memorandum shall include any foliow-up and/or corrective aclion(s) taken. If this form is used as a Follow-up inspeclion,
the “Follow-up Inspection” box shall be marke

TYPE OF S CTION

[ Division Level 4 Command Level

[ office of Inspections (] Voluntary Self-Inspection

SR B I e S
Co meﬂ's Signature: Date
Seday [ O |/-/-2)
s . i - ORI SRS

FoiFOW-upéeqairEd e ST S
Ij Yes X No [] Follow-Up Inspection

For applicable policies, refer to State Administrative
Manual (SAM), HPM 11.1, Chapter 4, and HPM 11.2,

Chapter2. . .
1. Is management actively involved in reviewing and .
approving paperwork related to receiving and X Yes | [ONo | [JN/A Remarks:

preparing collections? i o
2. Does the command have Standard Operating
Procedures (SOP) to provide necessary guidelines Yes | [INo | [JN/A | Remarks:
for overall management and accountability of
receiving and preparing collections?

"3 "Does the command have adequale separation of |

_duties for collections received? | R Yes | [ONo |[]NA fSTanes |
4. Does the command have adequate separation of

duties for the cash receiptprocess? | (RYes | [INo | [IN/A | Remare .|
5. s access to the safe and/or vaull appropriately

Testricted? | RYes | [ONo | [In/A | Remers: S

6. Does a record exists which idenlifies who has access | ‘
to the safe and/or vault and when changes in access | (X Yes | (O No | NA Remarks:

O <. | VS O] = PP . et : PN N
7. Was the lock combination changed when an excess
numboer of empioyees were aware of ihe M Yes | [ONo |[JN/A | Remarks:
combination, transferred oul of the Area, or no longer
. _fequires access? SRR | — ) oo

'8 Is the safe securely anchored to the building?

D Yes Eﬂ No D N/A Remarks: Size hinders movement.
e S jves | iaAINo |1 Ll
__accordance with departmental policy? | [ Yes | [INo |[INA

10. Is the weekly transmittal report(s) submilted to Fiscal .
Management Section (FMS) within five working days | B Yes | [INo | [J WA Remarks:

Remarks:

__. following the week covered by the report?

CHI? 685G fl<ey (9-C8; OP101¢



STATE OF CALIFORNIA
PEPARTMENT OF CALIFORNIA HIGHWAY PATROL

SPECTION PROGRAM

Chapter 4
Fiscal Controls

11 Does the command submit the following forms

with the weekly transmitlal when applicable?

(1) CHP 265, Sale of Discarded Tires/Junk
Batteries/Used Rotors.

(2) CHP 36, Evidence/Property Receip/Report
(Unclaimed Property).

(3) STD 634, Absence and Additional Time Worked
Report, for jury duly.

(4) CHP 221, Malicious Damage Report

(8) CHP 484, Traffic Control Cost Estimale -
Advance Deposit.

(6) Civil subpoena,

12. s a memorandum for cash shortages prepared if
__necessary?
13, Does the command ensure the information wrilten on

the counter receipt is complete and legible?

14_\Was a counter receipt issued for each witness fee

deposit received?
“"15. Was a counter receipt issued for each movie,

‘wide-load, and special event detail(s)?

"716. Was each counter receipt issued for each sale,
including the sale of discarded tires, junk balteries,
‘used rolors, and other cash recewed‘? ,

"'17. s sales tax added fo ilems that are not for resale? |

20. Is the STD 439, Disbursement Voucher, properly | _
authorized and completed to support expenditure?

19. Were transfers of counler receipt books/cerlificates
between field commands reporled on a CHP 266A,
_Credil Memo - Non- Equipment?

22 Is the CHP 264 properly authorized?

21. Are the CHP 264, Petty Cash Replenishment

Requests, compieted al least monthly if over $10.00,
quarterly if under $10.00, and on June 30 of each
fiscal year?

receipts in transit equal the total of pelty cash and
change funds?

petty cash and change funds performed by the
_commander or designaled person?

25, Are overages and shorlages of the pelty cash
_funds reporled to Fiscal Management Section? _ |

CHP BBOG {Rev §$-08) 0P 030

718, Are all counter receipls pre-numbered and isstied in

_Does the total amount of cash, receipts on hand, and

. Is there documentation o support periodic reviews of

Page 2 of 3
| & vYes | [JNo [] N/A | Remarks
1 [®QYyes | [INo |[]NA Remarks: )
i ®Yes | [INo | [CIN/A | Remarks: -
I Yes | [JNo | []N/A Remarks:
B3 Yes | [ONo | [JN/A | Remarks:
B yes | [INo | CIN/A Remarks:
.D Yes | [JNo | [X N/A | Remarks:
P Bves | CINo | [CIN/A | Remerks )
Yes | [JNo | []N/A | Remarks
X Yes [JNo I N/A Remarks:
EQ Yes |:] No D N/A Remarks:
X Yes | CINo | []N/A | Remerks: )
@ ves | [INo | [JN/A | Remarks:
4 Yes [(JNo | [JN/A Remarks:
Eﬂ Yes [:} No D N/A Ren?j‘&




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

SPECTION PROGRAM
Chapter 4
Fiscal Controls

__orders or cashier/travelers checks?

27. A

28,

28,15 pelty cash used to purchase prohibited items?

30

T31

_.commander?

Are change funds over $100 and petty cash funds

over $200 kept in a safe, vault, or money chesl
adequate to safeguard cash?

Are all pelty cash purchases under $507

splitting the purchase? |
Is a petty cash custodian deslgnaled by the

CHI? 680G {Rev 09:08) OP} 00

"Were change Tunds used to cash checks, money |

Did the command circumvent the dollar limitation by

Page 30f3
Yes | BINo [[IN/A | Remarks
ves | [ONo |[[IN/A Remarks:
< Yes [J No g [ N/A Remarks: -
] Yes No |[7] N/A | Remarks: -
o D Yes | X No [ NA Remarks:
' R Yes | [[INo | [IN/A | Remarks: ]



U/ 2%/ LUUT L3: 33 DDL£I4DD3D LAD IALL DULALED FRGE WYZ/us

Command: Division: Chapler:
R o Commn £ F._ | Sntnowess | Gops |
COMMAND INSPECTION PROGRAM Inspected by, o |
~*CEPTIONS DOCUMENT Sgt. A. Hernandez 12/10/08 |

[
INSTRUCTIONS: This document &hall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated, Enler the chapter
number of the inspection in the CHapter Inspection number, Under “Forward to:" enter the next level of command where the document
shall be routed to and its due datel This document shall be utilized to document innovative practices, suggestions for Statewide
improvement, identifled deficlencies, corrective action plans. A CHP 51 Memarandum may be used if additionel space is required,

TYPE OF INSPECTION i Total hours expended on the [0 Corrective Action Plan Included
[ Division Level B Command Level | iNSPection:

) | ] Attachments Included
[ Executive Office Level g hours

Farward to:
_Lt. Pembleton

Follow-up Required:

[ Yes Noe

Due Date:
04/24/09

P

Inspector's Comments Regarding Innovative Practices:

_Command Suggestions for Statewide Improvement:

| Inspector's Findings:

There were no items requiring follow-up.

CHP 880A (Rov, 02-09) OPI 01D
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

~CEPTIONS DOCUMENT Coemmand: Division: [ Chapter.
CastaicE. F. Southern Division | Chapter 4
Inspacted by: Date:

Page 2 | Sgt. A. Hernandez 12/10/08

_.Commander's Response: (& Concur or [] Do Not Concur (Do Not Concur shall document basis fof response) |

Inspector's Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged,
etc.)

Corrective Action Plan/Timeline

None.
[J Employee would like to discuss this report with COMMANDER'S SIGNATUR 7 DATE ﬂ

the reviewer.

(See HPM 9.1, Chapter 8 for appeal procedures.) 6/ 2 6"‘0 ?
DATE
[ Reviewer discussed this report with REVIEWER'S SIGNATURE sl DATE
_employee
Concur ] Do not concur

CHP 6804 (Rev 02-08) OPI 610



STATE OF CALIFORNIA Command: Division® Chapter
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Castaic E. F. Southern Dlwsmrl | Chapter 4 _
COMMAND INSPECTION PROGRAM Inspected by. Date:
EXCEPTIONS DOCUMENT o Homandez 4211909

(NSTRUCTIONS: This document shal!l be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapler Inspection number. Under "Forward to:" enter the next level of command where the document
shall be rouled to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION ["] Corrective Action Plan Included

(] Division Level [ Command Level [] Appeal Included

[T] Attachments Included
Commander's Signature:

[] Executive Office Level

Date:

Forward to:
Lt. Watson

Follow-up Required:

[] Yes X No

02/19/09

Due Date:

02/19/09

Chapter: Inspection: 4

Inspector's Comments Regarding Innovative Practices:

[ Command Suggestions for Statewide Improvement:

[Inspector's Findings: ]

There were no items requiring follow up.

*HP 680A (Rev 09-08) OP| 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM Fo‘mnﬁn_d: o G
EXCEPTIONS DOCUMENT g:;_ggg;% F. = hiuhi—
. age? Sgt. Hernandez 02/19/09 |

[ Commander's Response: -

- N

[ Inspector's Comments:

equired Action

fCorrective Action Plan/Timeline o

None.

CHP GBOA (Rev 09-08) OP| 010
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command:Newhal | DivisionSouthern Number 541
INSPECTION PROGRAM

Chapter 4 Evaluated by:Sergeant Andrew Hernandez Date:12-10-08

Fiscal Controls

Assisled by: Suzanne Jorres Date: 12-15-08

INSTRUCTIONS: Answer individual items with “Yes" or “No” answers, or fill in the blanks as indicaled. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command
Furthermore, the memorandum shall inctude any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up Inspection,
the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected. ) -

[_T:;E OF EP;HON o o Lead Inspeclors Signature;

[ Division Level X Command Level
[] Office of Inspections [] Voluntary Self-Inspection 0 5 %_
"~ Follow-up Required:
[ ]Yes X No (] Follow-Up Inspection

Date:

/21 2-0 )

| For applicable policies, refer to State Administrative
Manual (SAM), HPM 11.1, Chapter 4, and HPM 11.2,

Chapter 2.
1. Is management actively involved in reviewing and
approving paperwork related to receiving and [1Yes | [ONo |XN/A | Remarks: refertopage 4
preparing collections?
2. Does the command have Standard Operating
Remarks:

Procedures (SOP) to provide necessary guidelines [JYes | [JNo | XN/A
for overall management and accountability of
receiving and preparing collections? ) o —

3. Does the command have adequate separation of
duties for collections received? [JYes | [JNo |XN/A | Remarks:
4. Does the command have adequate separation of ]
duties for the cash receipt process? [JYes | [JNo |XN/A |Remarks:
5. ls access to the safe and/or vault appropriately
restricted? B XYes | [INo |[JN/A | Remarks: refer to page 4
6. Does a record exists which identifies who has access _
to the safe and/or vault and when changes in access | []Yes | [JNo |XN/A | Remarks:
occur? o o )
7. Was the lock combination changed when an excess )
number of employees were aware of the [JYes | [INo [XN | Remarks:

combination, transferred out of the Area, or no longer
requires access? R o

8. Is the safe securely anchored to the building?
_l:] Y_eS | DNO X N/A Remarks:. B

~ 8. Are weekly transmittal reports prepared in )
accordance with departmental policy? XYes | [JNo |[JN/A | Remarks: |

10. Is the weekly transmittal report(s) submitted to Fiscal o .
Management Section (FMS) within five working days | X Yes CINo | [JN/A | Remarks:

- following the week covered by the report? —

CHP 680G (Rev 08-08) OP1010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM

Chapter 4
Fiscal Controls

Page 20f3

submitted routinely.

CHP 680G (Rev 09-08) CFI 010

"~ 11. Does the command submit the following forms | o [ . O
with the weekly transmittal when applicable? XYes | [ONo |[JN/A | Remarks: refertopage 4
(1) CHP 265, Sale of Discarded Tires/Junk
Batteries/Used Rotors.
(2) CHP 36, Evidence/Property Receipt/Report
(Unclaimed Property).
(3) STD 634, Absence and Additional Time Worked
Report, for jury duty.
(4) CHP 221, Malicious Damage Report.
{5) CHP 464, Traffic Control Cost Estimate —
Advance Deposit.
(6) Civil subpoena. - R
[ 12. Is a memorandum for cash shortages prepared if .
necessary? XYes | [ONo |[[JN/A | Remarks refertopage 4
13. Does the command ensure the information written on _
the counter receipt is complete and legible? XYes | [JNo |[JN/a | Remarks:
14. Was a counter receipt issued for each witness fee _
deposit received? XYes | [ONo |[IN/A | Remarks
15, Was a counter receipt issued for each movie, .
wide-load, and special event detail(s)? [JYes | [JNo |XN/A | Remarks: i
~ 16. Was each counter receipt issued for each sale, .
including the sale of discarded tires, junk batteries, [JYes | [ONo |XNA | Remarks:
used rotors, and other cash received? -
17. Is sales tax added to items that are not for resale? ,
[JYes | [INo [XNA | Remarks
i 18. Are all counter receipts pre-numbered and issued in _
numerical sequence? XYes | [JNo |[JN/A | Remarks:
| 19. Were transfers of counter receipt books/certificates .
between field commands reported on a CHP 266A, [JYes | [JNo |XN/A | Remarks:
Credit Memo - Non- Equipment? -
20. Is the STD 439, Disbursement Voucher, properly -
__authorized and completed to support expenditure? | [JYes | [JNo | XN/A | femarks
~ 21. Are the CHP 264, Petty Cash Replenishment a ks: Reports are subritted
Requests, completed at least monthly if over $10.00, | XYes | [JNo |[JN/A qf;‘g”ys' EPOMS &1 subrmite
quarterly if under $10.00, and on June 30 of each '
fiscal year? o o _ —
22. Is the CHP 264 properly-authorized? . )
xves | DiNo | CIna | femate oo assoutmicdor
~ 23. Does the total amount of cash, receipts on hand, and ] _
receipts in transit equal the total of petty cash and XYes | [JNo |[ON/A | Remarks:
~__change funds? o o 1 B
24. [s there documentation to support periodic reviews of Remarks: Quarterly audits are
petty cash and change funds performed by the XYes [JNo | [JN/A prepared and submitied
commander or designated person? I R B R
25. Are overages and shortages of the petty cash , _
funds reported to Fiscal Management Section? XYes | [JNo |[JNsa | Remarks: Negalive reports are



STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

NSPECTION PROGRAM

Chapter 4
Fiscal Controls

Page 3of3

"26. Were change funds used to cash checks, money

orders or cashier/travelers checks? - | OvYes | XNo | [IN/A | Remarks: o
27. Are change funds over $100 and petty cash funds
over $200 kept in a safe, vault, or money chest X Yes [JNo | [IN/A | Remarks:
__adequate to safequard cash? N R .
28. Are all petty cash purchases under $507
XYes | [INo |[IN/A |Rematks: ]
29. Is petty cash used to purchase prohibited items?
_ - | Jyes | XNo |[JN/A |Remarks:
~ 30. Did the command circumvent the dollar limitation by _
splitting the purchase? [JYes | XNo [[JN/A | Remarks: -
~ 31. Is a petty cash custodian designated by the
commander? XYes | [INo |[JN/A | Remarks:refertopage 4 ]

CHP 680G (Rav 03-08} OPi 010




STATE OF CALIFORNIA Command | Division Chapter

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Baldwin Park | Southern 4
COMMAND INSPECTION PROGRAM Inspected by _ Date .
Sergeant Henry J. Castillo | 11/15/2008

EXCEPTIONS DOCUMENT

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under "Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space i_s__(equired._ i . —

i TYPE OF INSPECTION B Corrective Action Plan Included
(] Division Level [X] Command Level [ Appeal Included .
[] Executive Office Level (] Attachments Included
Follow-up Required: Forward to: Commander's Signature | Date:
V4 '\ .
[]Yes A Due Date: . ( £

Chapter Inspection:

| Inspector's Comments Regarding Innovative Practices:

The Office Manger has on file a detailed Standard Operating Procedure regarding the Baldwin Park
Area’s Fiscal Control procedures. In the event of her absence, her alternate or the Administrative
Sergeant or Lieutenant has procedures outlined to secure the Area's daily funds.

' Command Suggestions for Statewide Improvement: - - ]

The Baldwin Park Area recommends that Area offices with antiquated buildings or space issues be
supplied with the means to install a secured small wall or floor safe to secure funds rather than the
locked container inside a locked filing cabinet which by policy in HPM 11.2 is allowed.

i Inspeéfor's F[ndi_nés': o

It was discovered the Baldwin Park Area does not have a safe or vault to store funds at the end of the
day. The funds are stored daily in the cash register with a double lock and at the end of the day the
money is reconciled and placed in a locked container inside a locked filing cabinet.

CHP EE60A (Rev 09-08) OF1 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: Division: T | Chapter '
Baldwin Park | Southern ) 4 ‘
Inspected by: Date;

Sergeant Henry J. Castillo 11/15/2008 ‘

Page 2

Commander's Response:

The Baldwin Park Area concurs with the findings outlined in the Chapter 4 Fiscal Controls Command
Inspection Program Exceptions Document.

[ Inspector's Comments: - - ]

The Inspector agrees with the Commanders comments.

equired ction

| Corrective Action Plan/Timeline

There was no corrective action required for this Inspection, but inquiries will be made regarding the
Commands suggestions for statewide improvement.

CHI? 680A (Rev 09-08) OP{ 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

CONMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command | Dwvision o ] Chapter
Baldw_'n Paﬂ_( Soulhr:rn__ - _(.‘;
Inspected by Date

| Sergeant Henry J. Castillo 11/15/2008

Page 3

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander's Basis for Appeal:

r\J’.*\

| Appeal Review/Decision: (This shall be the only level of appeal).

N{ﬁ




STATE OF CALIFORNIA

NEPARTMENT OF CALIFORNIA HIGHWAY PATROL ok
SPECTION PROGRAM Baldwin Park

Chapter 4 Evaluated by:

Fiscal Controls

T Division:
Southern

Sgt. Henry J. Castillo

Assisted by

Page 1of 5

Number

11/15/2008

Date:

INSTRUCTIONS: Answer individual items with "Yes" or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the *Remarks” section. Additionally, such
discrepancies andfor deficiencies shall be documented on an Exceptions Document and addressed to the next level of command
Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken If this form is used as a Follow-up Inspection,
the ' FoIIow-up Inspection” box shall be marked and only deficient items need to be re- -inspected

TYPE OF INSPECTION

[] Division Level Command Level

[] Office of Inspections [] Voluntary Self-Inspection

Follow-up Required:

[] Yes No

For applicable policies, refer to State Administrative
Manual (SAM), HPM 11.1, Chapter 4, and HPM 11.2,
Chapter 2.

1. Is management actively involved in rewewmg and

approving paperwork related to receiving and
~_preparing collections?

2. Does the command have Standard Operating
Procedures (SOP) to provide necessary guidelines
for overall management and accountability of
receiving and preparing collections?

(] Follow-Up Inspection

3 Does the command have adequate separation of
duties for collections received?
4. Does the command have adequate separation of
_duties for the cash receipt process? o
5 Is access to the safe and/or vault appropnately
restricted?

6. Does a record exists which identifies who has access
to the safe and/or vault and when changes in access
ocour?

7. Was the lock combination changed when an excess
number of employees were aware of the
combination, transferred out of the Area, or no longer

) requires access?
8 Is the safe securely anchored to the building?

9. Are weekly transmittal reports prepared in
“accordance with deparimental policy?

10, Is the weekly transmittal report(s) submitted to Fiscal
Management Section (FMS) within five working days

following the week covered by the report?

CHP 680G (Rev 08-08) OP1010

T Lead lnspecto 5 Slgnature

//’/Mg

Commander S S1gnamre

[ Date

,-"'.

Yes

Yes

X Yes
[ yes
B Yes

X Yes

[]Yes

[]Yes

Xl ves

Yes

_LINo

[1No

(1 No

[INo
_[INo |

I No

) No

[1No

ONo |

[ ] No

X NiA

L] N/A

Remarks; RE
(I Doy

LINA L

QUAf.rﬂ;.x.q AVOITS

Remarks:
WEERN Mébﬁ_\:m.;s__

Remarks

Remarks:
Remarks:
T NO SAFE , CASH
! ?uﬂ_bemﬂi.é‘f e M

Remarks:

Remarks

Remarks: Ng SOFE
Remarks

Remarks




STATE OF CALIFORNIA
NEPARTMENT OF CALIFORNIA HIGHWAY PATROL

ISPECTION PROGRAM

Chapter 4
Fiscal Controls

11. Does the command submit the following forms
with the weekly transmittal when applicable?
(1) CHP 265, Sale of Discarded Tires/Junk
Batteries/Used Rotors

(2) CHP 36, Evidence/Property Receipt/Report
(Unclaimed Property).

(3) STD 634, Absence and Additional Time Worked
Report, for jury duty

(4) CHP 221, Malicious Damage Report

{5) CHP 464, Traffic Control Cost Estimate —
Advance Deposit.

(6) Civil subpoena,

S Sl SUER

" 12, Is a memorandum for cash shortages prepared if
necessary?

713 Does the command ensure the information written on
the counter receipt is complete and legible?

‘ 4 Yes

X Yes

Yes

"~ 14. Was a counter receipt issued for each witness fee
deposit received?

fX] Yes

15. Was a counter rece|pt issued for each movie,
wide-load, and special event detail(s)?

16. Was each counter receipt issued for each sale,
including the sale of discarded tires, junk batteries,
used rotors, and other cash recelved’?

17. Is sales tax added to items that are not for resale?

18 Are all counter receipts pre-numbered and issued in
numerical sequence?
19. Were transfers of counter receipt books/certificates
between field commands reported on a CHP 266A,
B Credit Memo - Non- Equipment? o
20. Is the STD 439, Disbursement Voucher, properly
authorized and completed to support expenditure?
" 21 Are the CHP 264, Petty Cash Replemshment
Requests, completed at least monthly if over $10.00,
quarterly if under $10.00, and on June 30 of each
__ fiscal year?
22. Is the CHP 264 properly authorized?

23 Does the total amount of cash, receipts on hand, and
receipts in transit equal the total of petty cash and
change funds?

24. Is there documentation to support periodic reviews of
petty cash and change funds performed by the

~__commander or designated person?

25, Are overages and shortages of the petty cash
funds reported to Fiscal Management Section?

CH 8800 (Rew (9-08) OP1 010

| X Yes

B Yes

(X Yes
X Yes

K] Yes
Yes
X Yes
X Yes

Xl ves

X Yes

Yes_

[INo

[[]No
[ No
(] No
[INo

[T No

] N/A

O i

A LINAL
| LINA

| LIN/A

LIN/A

| LINA
JLINA

(] N/A

LINA

[ N/A

LIN/A

CIN/A

[ JN/A

]
<
=
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Remarks

Remarks

Remarks:

Remarks:

Remarks:

Remarks:

PR fHoTOS AND
Remarks. sc,wouu BUS IV\AN\Jm_s

Remarks:

Remarks

Remarks:

Remarks:

Remarks:

Remarks:

Remarks.

|

|
OonT HAVE ANY SHTAGES

Remarks



STATE OF CALIFORNIA
NEPARTMENT OF CALIFORNIA HIGHWAY PATROL

SPECTION PROGRAM

Chapter 4
Fiscal Controls

26. Were change funds used to cash checks, money
orders or cashier/travelers checks? _
27. Are change funds over $100 and petty cash funds
over $200 kept in a safe, vault, or money chest
adequate to safeguard cash?

28. Are all petty cash purchases under $507
29 s petty cash used to purchase prohibited items?
'30. Did the command circumvent the dollar limitation by

splitting the purchase?
31. Is a petty cash custodian designated by the
‘commander?

CliP 880G (Rev 09-08) OP1 010

X No

I No

[1No
X No

&I No
[_]No

[IN/A

CIN/A

LIN/A

C1N/A

CINA |

| LIN/A

Page

Remarks:

Remarks

Remarks:

Remarks.

Remarks:

Remarks:
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STATE OF CALIFORNIA Command: Division: Chapter:

PEPARTMENT OF CALIFORNIA HIGHWAY PATROL Antelope Valley | Southern 4
MMAND N P R Inspected by: Date:

€O INSPECTIO ROGRAM Lt. A. Witmer/OSSI Hayworth 11/10/2008

EXCEPTIONS DOCUMENT

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicaled. Enter the chapter
number of the inspection in the Chapter Inspection number, Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION P9 Corrective Action Plan Included
(] Division Level [X] Command Level ] Appeal Included
[J Executive Office Level [J Attachments Included

Date:
2119/08

Forward to: Commanider's Signature:

Follow-up frequired: Southern Division

X Yes [ No

Due Date: Dec 10, 2008

ChapterInspection: . = " 2

Inspector’'s Comments Regarding Innovative Practices:

None.

| Command Suggestions for Statewide Improvement:

None.

| Inspector’s Findings:

The Antelope Valley Area's fiscal Control Program which encompasses: Security of Area petty cash and
change funds, monitoring and processing of collections, weekly transmittals, counter receipts, and
separation of duties to provide checks and balances, operates within departmental policy.

Only one action item was noted during the inspection. The safe, located within the jocked evidence
room, was not anchored to the building.

CHIP SBOA (Rev. 08-08) OPLG 0



STATE OF CALIFORNIA
DEPARTMENT QF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Command: Division: Chapter:
Antelope Valley | Southern 4

Inspected by: Date:

Lt. Andria Witmer/OSSI Hayworth | 11/10/2008

| Commander's Response:

The issue of the unanchored safe was brought to the attention of Facility Inspectors during a walk-

through of the facility on December 4, 2008.

| Inspector's Comments:

None.

Required Action® = =

Corrective Action Plan/Timeline

Area will ensure the safe is anchored to the facility by Aprit 30, 2009.

CHI? E80A (Rev 09-08) OP1010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: Division; Chapter

Antelope Valley | Southern 4

Inspected by: Dale

Lt A. Witmer/OSSI Hayworth 11/10/08
Page 3

Appeal Process:. (Appeals shall be filed within five (5) business days of the completed chaptor inspection),. .

Commander's Basis for Appeal:

N/A

| Appeal Review/Decision: (This shall be the only level of appeal).

7R 2/19/09

Resnondfng}?om' nder's Signalure (for appeal). Dale:
= - 1 O ~ G
e £< — A~ LA - e

ClIP GBOA (Rev 04-08) ORI 010



Chapter 4
Fiscal Controls

Page 10of3
STATE OF CALIFORNIA
NEPARTMENT OF CALIFORNIA HIGHWAY PATROL. . -
. Command: Division: Number:
I{SPECTION PROGRAM Antelope Valley Southern 545
Evaluated by: Date:
Lt. A, Witmer 11/10/2008
Assisted by: Date:
0SSl Cindy Hayworth 11/10/2008

INSTRUCTIONS: Answer individual items with “Yes” or "No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies andfor deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up Inspection,
the “Follow-up Inspection” hox shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

(] Division Level

[] Office of Inspections

X Command Level

(] Voluntary Self-Inspection

Lead Inspector's Signalure:

. b

——

FO”OW-Up Required: Conm‘{;‘&ipn—(der's é}g';alure: Dale:
(] Follow-Up Inspection ) f) ; e

] ves LI No ¢ «*—3\\&(} 2 - - L>%

For applicable policies, refer to State Administrative \\\Q
Manuat (SAM), HPM 11.1, Chapter 4, and HPM 11.2,
Chapter 2.

1. {s management actively involved in reviewing and .
approving paperwork related to receiving and Yes | (ONo | [JN/A | Remarks:
preparing collections?

2. Does the command have Standard Operaling ' ffice Assistant job
Procedures (SOP) to provide necessary guidelines Kvyes | (ONo |[INA S:S";z;kﬁsdrig gt;\":sggf’ antlo
for overall management and accountability of
receiving and preparing collections?

3. Does the command have adequate separation of ]
duties for collections received? X Yes | [INo |[JN/A | Remarks:

4. Does the command have adequale separation of R R vA—

i i emarks: One pro S
duties for the cash receipt process? K yes | (ONo |IN/A requests and one OA prepares the
transmittal.

5. s access to the safe and/or vault appropriately W
restricted? & Yes D No [ N/A Remarks: Locked in Evidence room,

6. Does arecord exists which identifies who has access Remarks: P d by Evidence

N H % emarks: Frepare Yy
?Ctt;ll??safe and/or vault and when changes in access | B Yes | [ No | [ N/A r-len iy

7. Was the lock combination changed when an excess . L
number of employees were aware of the (Oves | X No |[INA 22':15‘;';% tngﬁ o'sk':ea"ﬂince
combination, transferred out of the Area, or no longer combination have since retired and
requires access? no longer have access fo the room.

8. s the safe securely anchored to the building? R = biought 1o the
Wkk TS emarks: 1his was

ACTION ITEM D Yes [Z] No D N/A attention of the Facility Inspeclors on
December 4, 2008.

9. Are weekly transmittal reports prepared in .
accordance with departmental policy? B Yes | [JNo | [ nN/a | Remarks:

10. 1s the weekly transmittal report(s) submitted to Fiscal '

Management Section (FMS) within five working days | [ Yes | (O No | [ N/A | Remarks:
following the week covered by the report?

CHP® $80G (Rev 05-08) OP1 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

ISPECTION PROGRAM
Chapter 4
Fiscal Controls

Page 20f3

11.

Does the command submit the following forms

Remarks: discarded tires and junk

with the weekly transmittal when applicable? Yes | [JNo | [JN/A batlorios are now considered
(1) gl-t{tp 265/-Usa'ée of Discarded Tires/Junk hazardous material and are not sold.
atteries/Used Rotors.
(2) CHP 36, Evidence/Property Receipt/Report
{Unclaimed Property).
(3) STD 634, Absence and Additional Time Worked
Report, for jury duty.
(4) CHP 221, Malicious Damage Report.
(5) CHP 464, Traffic Control Cost Estimate —
Advance Deposit.
(6) Civil subpoena.

12. Is a memorandum for cash shortages prepared if
necessary? Yes | [INo | [JN/a | Remarks:

13. Does the command ensure the information written on
the counter receipt is complete and legible? Yes | [INo | [ N/a | Remarks:

14. Was a counter receipt issued for each witness fee
deposit received? X ves | [JNo |[]N/A | Remarks:

15. Was a counter receipt issued for each movie,
wide-load, and special event detail(s)? Yes | [No | [ N/A | Remarks:

16. Was each counter receipt issued for‘each sale, el —
including the sale of dlscardt?d tires, junk batteries, [dYes | [JNo NIA | e 1o the public since they are now
used rotors, and other cash received? considered hazardous materials.

17. Is sales tax added to items that are not for resale?

' D Yes [:l No [g N/A Remarks: See above.

18. Are all counter receipts pre-numbered and issued in
numerical sequence? Yes | [INo | [JN/A | Remarks:

19. Were transfers of counter receipt books/certificates
between field commands reporied on a CHP 266A, (M ves | [ONo |({X N/a | Remarks: None were done.
Credit Memo - Non- Equipment? L

20. Is the STD 439, Disbursement Voucher, properly
authorized and completed to support expenditure? (A Yes | [JNo |[JN/A | Remarks:

21. Are the CHP 264, Petty Cash Replenishment
Requests, completed at least monthly if over $10.00, | X Yes | [JNo | ] N/A | Remarks:
quarterly if under $10.00, and on June 30 of each
fiscal year?

22. Is the CHP 264 properly authorized?

Yes D NG D N/A Remarks:

23. Does the total amount of cash, receipts on hand, and
receipts in transit equal the total of petty cash and Yes | [JNo | [JN/A Tf;;‘/%g@: Fellyacash alanceon
change funds? '

24. Is there documentation to support periodic reviews of . i
petty cash and change funds performed by the X ves | OONo | [NA Efé‘;?'}‘:;dﬁg?ta'”ed MRS IEES
commander or designated person? - i

25. Are overages and shortages of the petty cash
funds reported to Fiscal Management Section? X Yes | [(INo |[JN/A | Remarks:

CHP 680G (Rev. 09-08) OFI 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA RIGHWAY PATROL.

ISPECTION PROGRAM
Chapter 4
Fiscal Controls

Page 3of3

28.

Were change funds used to cash checks, money

orders or cashier/travelers checks? [JYes | XINo | [IN/A | Remarks:

27. Are ot?ange fungs over $100 and petty cash funds Remarks: Gash box s kept locked in
over $200 kept in a safe, vault, or money chest Yes | [(No | COIN/A B e Caliiele we e
adequale to safeguard cash? aceess,

28. Are all petty cash purchases under $507

[g Yes I:] No D N/A Remarks:

29. Is petty cash used {0 purchase prohibited items?

D Yes [X' No D N/A Remarks:

30. Did the command circumvent the dollar limitation by
splitting the purchase? (J Yes No | [J N/A | Remarks:

31. Is a petty cash custodian designated by the
commander? X Yes | [JNo | []N/A | Remarks: OSS|

CHP 880G (Rev, 09-08) OP1 G0




STATE OF CALIFOi *NIA Command. ! DIVISiDn T C}I:rlﬁé i
DEPARTRENT OF LALIFORNIA HIGHWAY PATROL | Altadena Area | Seuthem 4 [
COMMAND INSPECTION PROGRAM i Inspected by: Date: "

Lieulenant Geletko | 12/29/2008 |

FXCEPTIONS DOCUMENT |

INSTRUCTIONS: This document shall he typed, Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

‘ [ ] Corrective Action Plan Included

TYPE OF INSPECTION

| [ ] Division Level Command Level i [ Appeal Included
[] Executive Office Level | O] Attachments Included
Follow-up Required: Pl 10 Commanders/Sgpature: Date:

Southern Division

| [ vYes No Due Date: 12/31/2008

01/05/2009

| Chapter Inspection:

| Inspector's Comments Regarding Innovative Practices:

The Altadena Area is following all policies and procedures regarding “Fiscal Controls” as outlined in
'PG 22.1. The Area has not implemented any innovative practices regarding fiscal procedures.

| Command Suggestions for Statewide Improvement:

None

| Inspector’s Findings: - _ i - |

The Altadena Area is following all policies and procedures regarding "Fiscal Controls™ as outlined in
HPG 22.1. The Area does not have a safe or vault.

CHP ¢804 (Rev 09-08) 0PI 0IC



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM [(Command: [ Biisien [ Sreeer

EXCEPTIONS DOCUMENT  adenadres T e —
Lieutenant Geletko 12/29/2008

rPage 2 |

| Commander's Response: _ B ] i ]

The Area will continue to follow policies and procedures regarding “Fiscal Controls” as outlined in HPG
22.1.

| Inspector’s Comments:

See “Inspector’s Findings” section.

R e Y B T L T S e 3 s - Tl o e I P e e 6, |
| Required Action '

| Corrective Action Plan/Timeline

N/A

CHP 5B0A (Rev 0%-08) OP1 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

EXCEPT'ONS DOCUMENT " Command: T Division: T Chapter S
I Altadena Area | Southem 4
!_Inspected by: " Daie |
Page 3 | Lieutenant Geletko | 15726/2008

| Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

| Commander's Basis for Appeal:

| Appeal Review/Decision: (This shall be the only level of appeal). ) |

[ Lead I:W Signaty ire ) T "|_Date:
! 12/29/2008
: | L//’I ,/,_’.z}'( //J

rxsponclmq Commanders Smrn!urc (for apoe'm Date




STATE OF CALIFORNIA
SPARTMENT OF CALIFORNIA HIGHWAY PATROL

.NSPECTION PROGRAM
Chapter 4

Fiscal Controls

Page 10f3
Command: N l_—Divis'ih_n: T Number.
 Altadena Area | Southem | o7 =
Evaluated by: Date:
Lieutenant Chuck Geletko 12/29/2008
Assisted by: Sergeant R Lynch | Date -
12/29/2008

=

INSTRUCTIONS: Answer individual items with "Yes” or “No” answers, or fill in the blanks as indicaled. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the nex!t level of command.
Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. I this form is used as a Follow-up Inspection,

the "Follow-up Inspection” box shall be marked and only deficient item

s need to be re-inspected.

" Follow-up Required:

TYPE OF INSPECTION

[] Division Level Command Level

[] Office of Inspections [] Voluntary Self-Inspection

T Lead Inspector's Signature:

O bty £77T0E7

[]Yes X No

For applicable policies, refer to State Administrative
Manual (SAM), HPM 11.1, Chapter 4, and HPM 11.2,
Chapter 2.

-

~710. Is the weekly transmittal report(s) submitted to Fiscal

1. Is management actively involved in reviewing and
approving paperwork related to receiving and
preparing collections?

2. Does the command have Standard Operating
Procedures (SOP) to provide necessary guidelines
for overall management and accountability of
receiving and preparing collections?

" 3. Does the command have adequate separation of
duties for collections received?

" 4. Does the command have adequate separation of
duties for the cash receipt process?

5. s access to the safe and/or vault appropriately
____restricted? ]
6. Does arecord exists which identifies who has access

to the safe and/or vault and when changes in access
_occur?
7. Was the lock combination changed when an excess
number of employees were aware of the
combination, transferred out of the Area, or no longer
requires access? S
Is the safe securely anchored to the building?

8.

9. Are weekly transmittal reports prepared in
accordance with departmental policy?

Management Section (FMS) within five working days

~_ following the week covered by the report?

CHP 680G (Rev 09-08) OP1010

e e ) [
Commander's.Signature: Date:
low- i / ’
[[] Follow-Up Inspection ‘/\JZ;——/ ) -5—a9
S O i S === —
|Z| Yes [:I No I:’ N/A Remarks:
— — —_— — ——I
x Yes D No E] N/A Remarks:
RvYes | [INo |[INA |Remaks
RvYes | [INo [[JN/A |Remarks: |
D Yes D No g N/A Remarks: Area does not have a safe
[JYes | [JNo N/A | Remarks
]
[(JYes | [JNo N, | Remade:
| OvYes| (ONo |RINA [Remets
RYes | [ONo |[JNA [Remars
K Yes | OONo |[JN/A | Rematks



STATE OF CALIFORNIA
“EPARTMENT OF CALIFORNIA HIGHWAY PATROL

.NSPECTION PROGRAM

Chapter 4
Fiscal Controls

11. Does the command submit the following forms
with the weekly transmittal when applicable?
(1) CHP 265, Sale of Discarded Tires/Junk

Batteries/Used Rotors.

CHP 36, Evidence/Property Receipt/Report

{(Unclaimed Property)

STD 634, Absence and Additional Time Worked

Report, for jury duty.

CHP 221, Malicious Damage Report.

(5) CHP 464, Traffic Controf Cost Estimate —
Advance Deposit

(6) Civil subpoena.

(2)
(3)
(4)

12. |s a memorandum for cash shortages prepared if

necessary?

13.
the counter receipt is complete and legible?

Does the command ensure the information written on

Was a counter receipt issued for each witness fee
deposit received?

Was a counter receipt issued for each movig,
wide-load, and special event detail(s)?

" 16. Was each counter receipt issued for each sale,
including the sale of discarded tires, junk batteries,
used rotors, and other cash received?

14.

15.

17. Is sales tax added to items that are not for resale?

" 18. Are all counter receipts pre-numbered and issued in

numerical sequence?

"19. Were transfers of counter receipt books/certificates
between field commands reported on a CHP 266A,
Credit Memo - Non- Equipment?

20, Is the STD 439, Disbursement Voucher, properly

authorized and completed to support expenditure?

21. Are the CHP 264, Petty Cash Replenishment

Requests, completed at least monthly if over $10.00,

quarterly if under $10.00, and on June 30 of each
fiscal year?
"22. Is the CHP 264 properly authorized?

23. Does the total amount of cash, receipts on hand, and

receipts in transit equal the total of petty cash and
change funds?

24. |s there documentation to support periodic reviews of

petty cash and change funds performed by the
___commander or designated person?

25, Are overages and shortages of the petty cash
funds reported to Fiscal Management Section?

1
1

CHP 680G (Rev 039-08) OP1 010

Page 20f3
@ Yes D No D N/A Remarks:
Yes | [INo |[JN/A [Remets
E_Ygs [INo |[CIN/A | Remates:
| R®Yes | ONo DIt |Femans
K Yes | [INo |CIN/A | Rematks:
@ Yes D No D N/A Remarks:
Yes | ClNo | [JNia | Remaris:
Rves | CNo |CINA |Remers
Remarks: The transfer of counter
D Yes D No N/A receipt books/certificates has not
— B - = | occurred _
RvYes | [INo |[JN/A |Remeres )
KYes | [JNo |[JNA Remarks:
|
. | - _ I _k SRR T
| K Yes | [INo | [JN/A | Rematks: -
K Yes | [INo |[IN/A | Remats
Yes D No D N/A Remarks:
— — T | _
Yes | [INo [[IN/A | Remars: o
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STATE OF CALIFORNIA
“PARTMENT OF CALIFORNIA HIGHWAY PATROL

.ASPECTION PROGRAM

Chapter 4
Fiscal Controls

|
[XINo | [JN/A | Remarks:

~orders or cashier/travelers checks?

27. Are change funds over $100 and petty cash funds . , _
over $200 kept in a safe, vault, or money chest ' Kyes | [INo (] N/A | Remarks:
adeqguate to safeguard cash? - : I S —

"_ 28. Are all petty cash purchases under $507? ] ‘
0 CIN/A | Remarks:
LINA T

L 26. Were change funds used to cash checks, money |
|

[
@ N D N/A | Remarks:
’_ 30. Did the command circumvent the dollar limitation by B N
| splittingthe purchase?
31. Is a petty cash custodian designated by the .
~_commander? | X Yes

" 29 s petty cash used to purchase prohibited items? i
l
1
|

I

[1Yes |
| [ Yes | 5 No | []N/a | Remarks:

: r

|

[INo | [CINA Remarks:




STATE OF CALIFORNIA Command: Division: Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Newhall Area Southern 3
COMMAND INSPECTION PROGRAM Inspected by: Date:

Sat. J. Martinez - 11332 12-16-08

EXCEPTIONS DOCUMENT

n3STRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION X Corrective Action Plan Included
(] Division Level X Command Level [ Appeal Included
[] Executive Office Level [] Attachments Ingluded

Forward to: Commandef's Signajure: Date:
Southern Division 4

/
Due Date: Feb. 28, 2008 /C//ij

Follow-up Required:

[]Yes No

Chapter Inspection: Three — Command Procurements

Inspector's Comments Regarding Innovative Practices:

¢ Contracts program: Newhall Area follows the recommended programs outlined in Government
Code Section 8546.7 for processing and handling contract records.

| Command Suggestions for Statewide Improvement:

| Inspector’s Findings:

Contracts Program:
¢ Contracts program: Newhall Area follows the recommended programs outlined in Government
Code Section 8546.7 for processing and handling contract records. It was noted that the Area
kept several expired contracts for over three years after the final payment of the contract.

X- Number Program:

e The Area’s X-Number Program is being operated within the guidelines set forth by departmental
policy. It was noted that the STD 21 and STD 204 forms did not accompany the X-numbers.

CHP 680A (Rev 08-08) OPI 010



STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL —
COMMAND INSPECTION PROGRAM i 1 il =
EXCEPT'ONS DOCUMENT Inspected by: Date:

Je?2 | Sgt. Martinez | 12-16-08

Inspector’s Findings - Continued

Cal-Card Program:
e The Area’s Cal-Card Program is being operated within the guidelines set forth by departmental

policy.
Purchases Program:
e The Area’s Purchases Program was found to be operating within guidelines set by departmental
policy.

| Commander's Response: B

Contracts Program Action ltem — Has been corrected with a change in the retention schedule for all
future expired contracts. All key personnel have been made aware of the required retention period.

X-Number Action ltem — All future X-numbers will be accompanied by a STD 21 and STD 204.
ral Card Program — No action items. The Area is operating within departmental policy.

Purchases Program - No action items. The Area is operating within departmental policy.

[ Inspector's Comments: B

The inspector agrees with the Commander’s response that the action items were corrected immediately
through training of key personnel.

-Re uired Action

Corrective Action Plan/Timeline

« Contracts Program Action ltem: All key personnel have been made aware of the three year
retention period and will immediately comply with this requirement for all future contracts.

e X- Number Action Item: Ensure all future numbers in the file are accompanied by a STD 21
and STD 204.

e Cal Card Action Items: None required.

e Purchases Program: None required.

CHP 680A (Rev 09-08) OPI010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
e 3

Command: Division: Chapter:
Newhall Area Southern 3

Inspected by: Date:

Sgt. Martinez 12-16-08

\ppeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection). = 5

| Commander's Basis for Appeal:

rAppeaI Review/Decision: (This shall be the only level of appeal).

Lead Inspector's Signature: Date:
= —
A M_’—M Z o9
~-~spondifig C ande j naty_rr_g(for—ia’ppeal): Date:
Z-2409

CHP 6B0A (Rev 09-08) OP1010




Page 10of4
STATE OF CALIFORNIA .
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: NS
OMMAND INSPECTION PROGRAM Newhall | Southern 540 |
wWSPECTION CHECKLIST ivall\u/la;e:tibr:'ez 332%.16-08
Chapter 3, Command Procurements T o z=
Contracts

INSTRUCTIONS: Answer individual items with "Yes” or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section, Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION Lead Ingpacior's Signature:
(] Division Level X Command Level p _
SO
[] Executive Office Level [] Voluntary Self-inspection 0
Follow-up Required: [ Follow-up Inspection Commany(ﬁ(na% Date: »
[ ]Yes No 2-240]
For applicable policy, refer to. HPM 11.1, Chapter 22
1. Is a CHP 78 Contract Request used to initiate all _
service contracts which are repetitive, regardless of X Yes | [ONo | CIN/A | Remarks:
the estimated dollar value?
2. Is a CHP 78 Contract Request used for one-time ,
services exceeding $4,999.997 X Yes | [ONo | JNA | Remarks:
3, Is the Office of Primary Interest (OPI) tracking .
numbering beginning with the requesting command K Yes | [ONo | CJN/A | Remarks:
three-digit location code used, followed by "CP" for
contract pavyable listed on the CHP 787
4. |s the performance of contract services monitored '
and documented? R Yes | [(INo | [JN/A | Remarks:
5. Are all copies of correspondence with the vendor _
maintained? K Yes | [INo | [JN/A | Remarks:
6. Are letters for contracts documented and maintained _
which outline any problems related to substandard or Yes | [ONo | OJN/A | Remarks:
non-performance of the vendor?
7. Is the final product to be delivered described '
specifically and in as much detail as possible in the X Yes | [I1No | [JN/A | Remarks:
CHP 787
8. Are all required levels of approval/signature obtained, .
including the required documentation and approvals | X Yes | [ONo | L1N/A Remarks:
for expedite and emergency contracts per HPM 11.1,
Chapter 22, before forwarding the CHP 78 or CHP
78A7
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

PMMAND INSPECTION PROGRAM

iINSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page

2 of4

0.

Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

X Yes

] No

[ N/A

Remarks:

10.

Is all work completed and accepted by the
Department before expiration of contract agreement?

Yes

[JNo

] N/A

Remarks:

11,

Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.g., review
progress reports and interim products)?

X Yes

] No

12.

Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

X Yes

1 No

LIN/A

LIN/A

Remarks:

Remarks:

13.

Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

X Yes

] No

[IN/A

Remarks:

14.

Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
final invoice?

X Yes

] No

CIN/A

Remarks:

18.

Is the final invoice identified and approved, as
appropriate and forwarded to Fiscal Management
Section for payment?

X Yes

[ No

CIN/A

Remarks:

16.

Are all applicable form sections of the CHP 78
completed?

X Yes

[ No

[ N/A

Remarks:

17.

Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

X Yes

] No

CIN/A

Remarks:

18.

Are all employees associated with the management
of a contract completing the CHP 78S, Conflict of
Interest Statement, Employee, form?

Yes

[ No

(I N/A

Remarks:

19.

Are problems concerning the contractor's
performance fully documented in writing and made a
part of the contract manager's contract file?

X Yes

] No

LIN/A

Remarks:

20.

Are contract amendment request dollar amounts
increased more than 30%7?

Yes

[IN/A

Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

DMMAND INSPECTION PROGRAM

iNSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page

3of4

21.

Is the length of the contract amendment request
more than one year?

X Yes

[1No

L1 N/A

Remarks:

22.

Are amendments requested before the expiration of
the original contract?

X Yes

I No

CIN/A

Remarks:

23.

Is a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference
room rental which is expected to exceed $4,999.99 in
total cost?

X Yes

1 No

1 N/A

Remarks:

24.

Do conference room rental costs exceeding the $500
per day limit have pre-approval from Assistant
Commissioner, Staff?

X Yes

] No

CIN/A

Remarks:

25.

Are California Department of Justice (DOJ) and
Federal Bureau of Investigation (FBI) fingerprint
checks and driver license checks conducted for all of

the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) Instructor Services (on-site)

(4) Janitorial Services

(5) Consulting Services

X Yes

1 No

[ N/A

Remarks:

26.

Is a driver license check conducted for, but not
limited to, all of the following types of agreements, if
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring

(2) Camera Maintenance and Repair

(3) Carpet Installation

(4) Diesel Generator Maintenance and Repair

(5) Dishwasher Maintenance and Repair

(6) Elevator Maintenance and Repair

(7) Fire Extinguisher Service

(8) Garage Door Maintenance and Repair

(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(11) Laundry/Linen Service

(12) Office Machine Maintenance and Repair

(13) Painting Services (interior of facility)

(14) Plumbing Services

(15) Scale Maintenance and Repair

(16) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair

(19)Uninterruptible Power Supply Maintenance and Repair

X Yes

(] No

L1 N/A

Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

- OMMAND INSPECTION PROGRAM

NSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page

4 of 4

27.

Are all driver license and fingerprint information
forwarded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

28.

Is CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor’ s
personnel)?

[ Yes

X Yes

(] No

L1 N/A

Remarks:

[TNo

LI N/A

Remarks:

29.

Are all invoices, records, and relevant documentation
maintained for three years after the final payment of
the contract?

Yes

] No

LI N/A

Remarks:

30.

Is a log sheet maintained for a diary of activities
related to the contract?

Yes

] No

LI N/A

Remarks:

31.

[s a computer file prepared for all contracts
administered?

[]Yes

X No

[ N/A

Remarks:

32.

Is a spreadsheet prepared listing all expenditures?

[] Yes

X No

I N/A

Remarks:

33.

Is the notification to the contractor documented for
the start date for services to begin?

Yes

] No

I N/A

Remarks:

34.

Is the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

X Yes

I No

LIN/A

Remarks:

35.

Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol. I, Ch. 3, Section 3.02.1)

[] Yes

] No

N/A

Remarks:

36.

Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol. I, Ch. 3, Section 3.02.5)

[] Yes

[ No

X N/A

Remarks:

37.

Does Contract work only begin after approval of the
final contract? (SCM Vol. 1, Ch. 4, Section 4.09)

X Yes

1 No

CJ N/A

Remarks:

38.

Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for
personal service contracts? (GC 19130 & SCM Vol. |,
Ch. 7, Section 7.05)

Yes

[ JNo

L1 N/A

Remarks:

39.

Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol. |,
Ch. 4, Section 4.09)

[]Yes

X No

L] N/A

Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

DOMMAND INSPECTION PROGRAM

iINSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page 10f3

Command: Division: Number:
Newha” Southern 540
Evaluated by: Date:

J. Martinez 12-16-08
Assisted by: Date:

INSTRUCTIONS: Answer individual items with "Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION
[] Division Level X] Command Level

(] Executive Office Level (] Voluntary Self-Inspection

Lead

tor's Signature:

Follow-up Required:

[] Yes No [] Follow-up Inspection

Commande%ure:a//\i

Date:

22009
7

For applicable policy, refer to. HPM 11.2, Chapter 7

1. Are participants in the procurement process at the

command level familiar with the related policies and X Yes

procedures for purchasing?

] No

[ N/A

Remarks:

2. Have Approvers/reviewers of purchases received

procurement training?

Yes

[INo

CIN/A

Remarks:

3. Are prohibited items procured on CHP 43, Purchases

Requisitions?

» Supplies for personally — owned equipment

¢ Commodities for personal use
» Confirming order
s Purchases via the internet

] Yes

X No

L] N/A

Remarks:

4. Are separate CHP 43s, Purchase Requisitions,

prepared for commodity items obtainable from
different suppliers or from different statewide
commadity contracts?

Yes

] No

LI N/A

Remarks:

5. ls all required information entered on the CHP 43,

Purchase Requisition?

X Yes

] No

L] N/A

Remarks:

6. Are the CHP 43, Purchase Requisitions, numbered

consecutively, starting anew at the beginning of each | [X] Yes

fiscal year (July 1)?

[ No

LI N/A

Remarks:

7. Are expedited requests for the purchase of goods

forwarded to the Assistant Commissioner, Staff, for X Yes

approval?

(I No

LIN/A

Remarks:

CHP 680C (Rev. 09-08) OPI 010




before being accepted?

Page 2 0f3
STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
"OMMAND INSPECTION PROGRAM
WSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

8. Do specialized items purchased contain the _
appropriate Division, and/or OP| approvals? X Yes | [ONo |[JN/A | Remarks:

9. Arethe CHP 43, Purchase Reqguisitions, ) »
competitively bid? X Yes | [ONo | [IN/A | Remarks:

10. Does the CHP 315, Price Comparison Worksheet, .
document at least two price quotations? X Yes | [JNo | [JN/A | Remarks:

"~ 11. Are Limited Competitive Bidding purchase requests _
that limit or restrict the purchase to one specific X Yes | [(ONo |[JN/A | Remarks:
brand or model justified and in compliance with SAM
35557

12. Are Limited Competitive Bidding purchase requests '
for items that interface with existing departmental Yes | [JNo | [JN/A | Remarks:
equipment in compliance with SAM 3555.37

13. Do Non-Competitive Bid (NCB) purchase requests .
contain the NCB justification and NCB Corrective Yes | [ONo | [JN/A | Remarks:
Action Plan documents?

14. Are items checked immediately for content and .
damage when delivered? X vYes | [ONo | [JN/A | Remarks:

15. Is the "received copy" of the purchase order '
approved, dated, and forwarded to the Fiscal X Yes | [[INo |[JN/A | Remarks:
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

16. Are freight and/or packing slips attached to the _
received copy of the purchase order and sent to Yes | [ONo |[JN/A | Remarks:
FMS?

17. I1s FMS provided a photocopy of the purchase order _
and any approved freight or packing slips as X vYes | [INo | [JN/A | Remarks:
acknowledgement that a portion of the order has
been received?

18. Is the original "received copy” retained by the .
command for completion and forwarding to the FMS | [X] Yes | [ONo | [JN/A | Remarks:
when the complete shipment is received?

19, Are Damaged items delivered by common carrier '
acknowledged on the freight bill by the carrier's driver Yes | [JNo | [ N/A | Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
IMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

20. Is Purchasing Services Unit (PSU) notified - .
immediately by telephone, followed in writing either X Yes | [INo | [JN/A | Remarks:
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested ona CHP 43
is no longer needed and a purchase order has not
yet been prepared?

21, Are open purchase orders periodically reviewed and _
investigated to ensure the orders are not opened for | Xl Yes | [INo | [JN/A | Remarks:
an unreasonable length of time. (SAM 8422.0)

22. Are copies of the purchase requisitions and purchase _
orders maintained for three years after payment? X Yes | [JNo | [JN/A | Remarks:
(SCM Vol. II, Ch. 11, Topic 4)

23. Are decisions documented to create a paper trail . o
documenting the basis of the decisions made forthe | X Yes | [1No | [IN/A REMArkS;
purchase? (SCM Vol Il Ch. 2, Topic 11)

24. Are purchase orders split to evade competitive .
bidding requirements or to circumvent the [Yes | X No | [JN/A | Remarks:

Department’s delegated purchase authority limits?
(Public Contracts Code Section 10329)
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Number:
COMMAND INSPECTION PROGRAM "E‘JGIWP?L' Southern ;4‘:
1 valuate Y. ate:
SPECTION CHECKLIST J Martinez 19-16-08
wnapter 3, Command Procurements Assistod by: ~t
X-Number Program '

INSTRUCTIONS: Answer individual items with "Yes” or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

lor's Signature:

TYPE OF INSPECTION Lead In
[] Division Level Xl Command Level /
[

[] Executive Office Level [] Voluntary Self-Inspection

ra n i
Follow-up Required: ] Follow-up Inspection | Commander's Si ﬁﬁ% Date:
[]Yes [ 1No 22l 49

For applicable policy, refer to: HPM 11.1, Chapter 23

1. Are multiple X Numbers awarded to the same vendor _
to circumvent the $4,999 contract limit? Cves | XNo |[JN/A | Remarks:

2. Does all X Number file documentation contain the .
STD. 204 Payee Data Record? K Yes | (ONo |[ON/A | Remarks:

3. Do X Numbers requiring a contract (i.e., janitorial or .
landscaping) have prior approval from the Business | X Yes | [[JNo | [IN/A | Remarks:
Services Section commander?

4. Are X Number requests made prior to the date the ‘
services are performed? X Yes | [INo |[JN/A | Remarks:

5. Are X Numbers issued for a one-time use? '
Yes [ONo | [CIN/A Remarks:

6. Are prohibited services performed using an X .
Number? [JVYes | [XINo |[JN/A | Remarks:

7. Are X Numbers used for the procurement of a

service and not the purchase of a commodity? [ Yes | [JNo | CIN/A | Remarks:

8. Are X Numbers issued for telecommunications '
related services pre-approved by X Yes | [ONo | JN/A | Remarks:
Telecommunications Section?

9. Do X Numbers used for facilities related services _
(such as roof repair, electrical) costing over $1,000 K Yes | [JNo | [N/A | Remarks:
have prior approval from Facilities Section?

10. Do X Numbers issued for lapsed contractual _
agreements have prior approval by the appropriate Yes | [JNo | [JN/A | Remarks:
Assistant Commissioner?
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
SPECTION CHECKLIST
napter 3, Command Procurements
X-Number Program

11. Do all X Numbers awarded to a non-small business '
vendor contain three price quotations? Yes | [ONo | [IN/A | Remarks:

12, Do all X Numbers awarded to a small business - .
vendor contain the small business certification from X Yes | [ONo | [JN/A | Remarks:
the Department of General Services (DGS)?

13. Does the file documentation contain the STD. 21 .
Drug Free workplace certification for X Number X Yes | [[JNo | [IN/A | Remarks:
vendors?

14. Do emergency service X Numbers document and .
justify the emergency? X Yes | [JNo | [IN/A | Remarks:

15. Is the itemized invoice for each X Number service _
maintained in the command's files? X Yes | [INo | [JN/a | Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL . = e G
~OMMAND INSPECTION PROGRAM | o, Southern 540
.. -SPECT'ON CHECKLIST Evaluated by: Date:
Chapter 3, Command Procurements J. Martinez 12-16-08
Cal-Card Program Assisted by: T Date:

INSTRUCTIONS: Answer individual items with “Yes” or “No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION Lead Ipsfiectpr's Signalure:
[] Division Level Command Level . S
[] Executive Office Level [ Voluntary Self-Inspection // D
Follow-up Required: (1] Follow-up Inspection Command%wn%' Date:
[]Yes X No o R2-2z-07
For applicable policy, refer to: HPM 11.2, Chapter 3

1. Are all employees associated with the use of the Cal- '
Card program completing the CHP 788, Conflict of XK Yes | [INo | [N/A | Remarks:
Interest Statement, Employee, form?

2. Are STD. 21 Drug Free Workplace certifications '
maintained within the Cal Card command file for Xl Yes | [JNo | [JN/A | Remarks:
each vendor utilized?

3. Are STD. 204 Payee Data Record forms maintained '
in the Cal Card command file for each vendor K vYes | [ONo |[N/A | Remarks:
utilized?

4. Are California Integrated Waste Management Board ,
Form 74 documents maintained for each vendor X Yes | [INo |[JN/A | Remarks:
utilized?

5. If the vendor is a small business or DVBE is utilized, _
is the certification letter from the Department of X Yes | [ONo |[IN/A | Remarks:
General Services maintained in the file?

6. When fair and reasonable is utilized, is the fair and _
reasonable method documented and properly X Yes | [JNo | [JN/A | Remarks:
justified?

7. Are purchases split into multiple transactions in order .
to circumvent transaction purchase limits? [JYes | XINo |[JN/A | Remarks:

8. Does the CHP 317 Cal Card Log fully describe the _
purchase? X Yes | [ONo | [JN/A | Remarks:

9. Are bank statements reconciled with the CHP 317 ‘
Cal Card Log and the receipts/invoices? X Yes | [JNo |[JNia | Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
~OMMAND INSPECTION PROGRAM
..4«SPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program
10. Is the CHP 317 Cal Card Log properly authorized e '
and maintained? Yes | [JNo | [JN/A | Remarks:
11. Are credit invoices/receipts for returned items -
maintained with the bank statement? K Yes | [INo |[JN/A | Remarks:
12. Do non-itemized purchase receipts/invoices )
document the purchase by listing the commaodity, X Yes | [ONo |[ON/A | Remarks:
quantity, and unit price of the item(s) purchased on
the bank statement.
13. Are Cal Cards maintained in a secure area? .
g Yes D No D N/A Remarks:
14. Are Cal Card purchases pre-approved by the .
commander? X Yes | [(ONo |[JN/A | Remarks:
15. Have all cardholders received training on the ‘
Department's procurement processes? X Yes | [INo | [N/ | Remarks:
16. Are item(s) purchased with the Cal Card prohibited ,
by departmental policy? [JYes | X No | [JN/A | Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL 5 T ST NurBer
~IMMAND INSPECTION PROGRAM | /%G Souther Division |2
he -JPECTION CHECKLIST Evaluated by Date:
Chapter 3, Command Procurements PSDS Il Susan Simmons 12/02/2008
Cal-Card Program Assisted by: Date:

PSDS |l Louise Pankey 12/02/2008

INSTRUCTIONS: Answer individual items with “Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceplions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION Lead Inspeclor's Signalure: /f f
(] Division Level X Command Level r 7

[] Executive Office Level (] Voluntary Self-Inspection \ / z'Ji' ///74: /2.- —_—

Follow-up Required: ] Follow-up Inspection Commander's Signatyre: 7 D(?trs;/ S
[]Yes No 7/?////7/0‘7] ; N Ab/o’

S

. For applicable policy, refer to: HPM 11.2, Chapter 3

1. Are all employees associated with the use of the Cal- .
Card program completing the CHP 78S, Conflict of K Yes | (INo | [N/ | Remarks:
; Interest Statement, Employee, form?

! 2. Are STD. 21 Drug Free Workplace certifications Remarks: STD 21 certifications ar
. A it . emarks: C Ica (]
maintained within th?? Cal Card command file for X Yes | [INo | COINIA | Cotieq by vendors and sent with
each vendor utilized" requisitions to Sacramento.

3. Are S1D. 204 Payee Data Record forms maintained

in the Cal Card command file for each vendor K Yes | [1No | [JNA Remarks:
utilized?

' 4. Are California Integrated Waste Management Board .
Form 74 documents maintained for each vendor K Yes | (ONo |[JNA Remarks:
utilized?

5 If the vendor is a small business or DVBE is utilized, '
is the certification letter from the Department of K Yes | [INo | [NA Remarks:

General Services maintained in the file?

6. When fair and reasonable is utilized, is the fair and Remarks: Area has not utiized the
Jrs:t?fio;dalfﬁale method documented and properly OvYes | [JNo NIA | Come il e e

7. Are purchases split into multiple transactions in order - Ares al = T
to circumvent transaction purchase fimits? [DvYes | XINo | [INA gmeaar?r(nsént:e;\)snvgjﬁggrgi\x;

purchases.

8. Does the CHP 317 Cal Card Log fully describe the .
purchase? K vYes | [ONo | [INA | Remarks

9. Are bank statements reconciled with the CHP 317 Bemarice: Sine bETkSEEeNEarE
Cal Card Log and the receipts/invoices? KYes | CINo [[INA | o ied with CHP 317 and receipts

by a non-card holder.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

~OMMAND INSPECTION PROGRAM

.. SPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

10. Is the CHP 317 Cal Card Log properly authorized b orrarfe: sitacthad 2 Gailard audi
H H Y2 emarks; Area haa a Cal Lard audai
and maintained? Yes [:I No D N/A completed in October 2008 and

received good ratings.

11. Are credit invoices/receipts for returned items .
maintained with the bank statement? 0 Yes | [JNo | [JNi/A | Remarks:

12. Do non-itemized purchase receipts/invoices .
document the purchase by listing the commodity, X Yes | [ONo |[JN/A | Remarks:

quantity, and unit price of the item(s) purchased on
the bank statement.

13. Are Cal Cards maintained in a secure area?
|X] Yes D No D N/A Remarks: Cal Cards are secured.

14. Are Cal Card purchases pre-approved by the ‘
commander? Yes | [JNo |[[JN/a | Remarks:

15. Have all cardholders received training on the o _
Department's procurement processes? X Yes | [ONo |[IN/A | Remarks:

16. Are item(s) purchased with the Cal Card prohibited N
H \vg emarks. Ar
by departmental policy? JYes | XINo [ INA boliy regarding purchases.
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STATE OF C/'LIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: Division: Chapter:

LACC Southern 3 Cal-Card Program
Inspected by: Date:

PSDS Il 5. M. Simmons 121212008

.. .oTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION
[] Division Level [X] Command Level

[] Executive Office Level

[C] Corrective Action Plan Included
(] Appeal Included
] Attachments Included

Forward to:

Follow-up Required:

[]Yes X No

Due Date:

Inspector's Comments Regarding Innovative Practices:

Commander's Signature:

. / ~f
S 7 /7 >

Date:

None

| Command Suggestions for Statewide Improvement:

None

[ Inspector’s Findings:

No discrepancies found.

CHP 680A (Rev, 09-08) OPI D10




STATE OF LALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT
ge 2

Command: Division; Chapter:

LACC Southern 3 Cal-Card Program
Inspected by: Date:

PSDS I S. M. Simmons 12/2/2008

| Commander's Response:

None needed.

[ Inspector's Comments:

N/A

"Required Action’

rrective Action Plan/Timeline

N/A

CHP 680A (Rev. 09-08) OP1010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT
ge 3

Command: " | Division: Chapter:

LACC Southern 3 Cal-Card Program
Inspected by: Date:

PSDS II S. M. Simmons 12/2/2008

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander's Basis for Appeal:

N/A

[ Appeal Review/Decision: (This shall be the only level of appeal).

st

- /aébzéﬁ’

Responding Commander's Signature (for appeal):

Date: / f

CHP 680A (Rev 09-08) OF| 010
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command:LACC Diyigton:Southern Number:514
~OMMAND INSPECTION PROGRAM ‘E-vﬁugtgd 5 S
iINSPECTION CHECKLIST PSDS Il Patricia Hill 12/04/08
Chapter 3, Command Procurements Assisted by: Date:
Contracts PSDS Il Darlene Pedersen 12/04/08

INSTRUCTIONS: Answer individual items with “Yes" or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

Lead Inspector's Signature:

[] Division Level Command Level
sl N .
(] Executive Office Level (] Voluntary Self-Inspection /) [( \/[L(),(
FO”OW'Up ReqUired: D Follow-up Inspection Compwandefs Sigpature: Da_te:
[]Yes [ 1No 7%, '/'7”7,% " e fof

For applicable policy, refer to: HPM 11.1, Chapter 22

1. Is a CHP 78 Contract Request used to initiate all
service contracts which are repetitive, regardless of
the estimated dollar value?

K Yes | [ONo | [IN/A

Remarks:

2. Isa CHP 78 Contract Request used for one-time
services exceeding $4,999.997

] Yes No | [C] N/A

3. s the Office of Primary Interest (OPI) tracking
numbering beginning with the requesting command
three-digit location code used, followed by “CP” for
contract payable listed on the CHP 787

KYes | [JNo | CINA

Remarks: No instances necessitated
this.

4. s the performance of contract services monitored
and documented?

KvYes | [ONo |[CJNA

Remarks: Contacts monitored by shift
managers.

5. Are all copies of correspondence with the vendor

maintained? Yes | [INo | [JN/A | Remarks:

6. Are letters for contracts documented and maintained _
which outline any problems related to substandard or | [ Yes | [JNo | [JN/A | Remarks
non-performance of the vendor?

7. s the final product to be delivered described .
specifically and in as much detail as possible in the K Yes | CINo | [JN/A | Remarks:
CHP 787

8. Are all required levels of approval/signature obtained,

Remarks:

including the required documentation and approvals
for expedite and emergency contracts per HPM 11.1,
Chapter 22, before forwarding the CHP 78 or CHP
78A7?

X Yes | [JNo | CJN/A

CHP 680F (Rev. 09-08) OPI 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

"OMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 20f4

9. Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

] Yes

I No

X N/A

Remarks: Handled by Headquarters.

10. Is all work completed and accepted by the
Department before expiration of contract agreement?

] Yes

] No

B N/A

Remarks:

11. Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.g., review
progress reports and interim products)?

X Yes

] No

CIN/A

Remarks:

12. Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

Yes

] No

CIN/A

Remarks: By management level and
above.

13. Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

X Yes

[ No

CIN/A

Remarks:

14. Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
final invoice?

X Yes

I No

LI N/A

Remarks:

15. Is the final invoice identified and approved, as
appropriate and forwarded to Fiscal Management
Section for payment?

X Yes

1 No

CJN/A

Remarks:

16. Are all applicable form sections of the CHP 78
completed?

Yes

[ No

CIN/A

Remarks:

17. Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

™ Yes

I No

CIN/A

Remarks: In the event this would
happen, yes, but to date this has not
occurred

18. Are all employees associated with the management
of a contract completing the CHP 78S, Conflict of
Interest Statement, Employee, form?

X Yes

I No

LI N/A

Remarks:

19. Are problems concerning the contractor's
performance fully documented in writing and made a
part of the contract manager's contract file?

X Yes

] No

LIN/A

Remarks: Yes, but situations have
not required this.

20. Are contract amendment request dollar amounts
increased more than 30%7?

[]Yes

] No

B N/A

Remarks: Has not occurred during
this report.

CHP 680F (Rev, 03-08) OP1010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

~OMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 3of4

21.

Is the length of the contract amendment request
more than one year?

(] Yes

I No

XI N/A

Remarks:

22.

Are amendments requested before the expiration of
the original contract?

X Yes

] No

LI N/A

Remarks: Yes, if needed.

. Is a service contract on a CHP 78, Contract Request

initiated for any commercial meeting/conference
room rental which is expected to exceed $4,999.98 in

total cost?

[ Yes

X No

LIN/A

Remarks: Not used during this period

24,

Do conference room rental costs exceeding the $500
per day limit have pre-approval from Assistant
Commissioner, Staff?

[] Yes

X No

LI N/A

Remarks: Not utilized.

25.

Are California Department of Justice (DOJ) and
Federal Bureau of Investigation (FBI) fingerprint
checks and driver license checks conducted for all of

the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) Instructor Services (on-site)

(4) Janitorial Services

(5) Consulting Services

X Yes

] No

CIN/A

Remarks: DGS handles facility
issues. However, CHP ensures
backgrounds are conducted to
comply with CLETS requirements.

26,

Is a driver license check conducted for, but not
limited to, all of the following types of agreements, if
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring

(2) Camera Maintenance and Repair

(3) Carpet Installation

(4) Diesel Generator Maintenance and Repair

(5) Dishwasher Maintenance and Repair

(6) Elevator Maintenance and Repair

(7) Fire Extingulsher Service

(8) Garage Door Maintenance and Repair

(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(11) Laundry/Linen Service

(12) Office Machine Maintenance and Repair

(13) Painting Services (interior of facility)

(14) Plumbing Services

(15) Scale Maintenance and Repair

(16) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair

(19)Uninterruptible Power Supply Maintenance and Repair

[]Yes

J No

X N/A

Remarks: DGS handles facility.

CHP 680F (Rev, 09-08) OP1 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

‘OMMAND INSPECTION PROGRAM

iINSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 4 of 4

27. Are all driver license and fingerprint information .
forwarded to Contract Services Unit (CSU), along [JYes | (ONo | X NA Eﬂ“arks“a”d'ed by DGS and/or
with the contract number for retention after '

Commander review?

28. Is CSU advised by the command to determine if ' .
adverse information discovered is grounds for [Jves | (JNo | [XN/A | Remarks: Referto listitem #25.
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor’ s
personnel)?

29. Are all invoices, records, and relevant documentation ]
maintained for three years after the final payment of | X Yes | [ONo | [1N/A B SRS
the contract?

30. Is a log sheet maintained for a diary of activities .
related to the contract? Kl Yes | [JNo | [JN/A | Remarks:Whenevents occur

31. Is a computer file prepared for all contracts ‘
administered? K Yes | ONo | [IN/A | Remarks

32. |s a spreadsheet prepared listing all expenditures? .

& Yes D No D N/A Remarks:

33. |s the notification to the contractor documented for e ——
the start date for services to begin? [(JYes | [INo N/A | e stered.

34. |s the contractor contacted to determine if all invoices ,
have been received in order to oversee the [JYes | [INo | [XIN/A | Remarks:
completion of the contract?

35. Do consultant services contracts of $1,000 or more X g
contain detailed performance criteria and a schedule | [JYes | [1No | XIN/A Remarks:Not use
for performance? (SCM Vol. |, Ch. 3, Section 3.02.1)

36. Does the contract file contain the STD. 4 Contractor '

Evaluation form for consultant contracts? (dYes | [INo N/A | Remarks:
(SCM Vol. |, Ch. 3, Section 3.02.5)

37. Does Contract work only begin after approval of the . g
final contract? (SCM Vol. 1, Ch. 4, Section 4.09) X Yes | [INo | []NiA | Remarks: Forthos fow confracts we

38. Are the requirements for Government Code Section . ,

19130 (a) or (b) documented and justified for i Yes | [ONo | [JN/A | Remarks: If applicable.
personal service contracts? (GC 19130 & SCM Vol. |,
Ch. 7, Section 7.05)

39. Are any contract payments made prior to the final .

approval and execution of the contract? (SCM Vol.1, | [1Yes | X No [ N/A | Remarks:

Ch. 4, Section 4.09)

CHP 680F (Rev 09-08) OFI 010




STATE OF CALIFG: HIA
DEPARTMENT OF ~ALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: Divisien:
LACC Southern
Inspected by: - -

PSDS Il P. A Hill, #A5325

Dale:

Chapler:
3 Conlracts

12/04/2008

INSTRUCTIONS; This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide

improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION
(] Division Level [X] Command Level

[] Executive Office Level

[] Corrective Action Plan Included
(] Appeal Included
[ ] Attachments Included

Chapter. Inspections =i i

Follow-up Required: Forward to: Commander's Signaty_[zi( _. Date:
// > '
s e A 7
] Yes X No Due Date: 7,\,\ // 7 . / /11% 7

Inspector's Comments Regarding Innovative Practices:

None

| Command Suggestions for Statewide Improvement:

None

| Inspector's Findings:

No discrepancies found.

CHP 680A (Rev. 09-08) OPI 010




STATE OF CALIFC ‘NIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL o] S S
COMMAND INSPECTION PROGRAM LACC Southern 3~ Garmmnd/d I
EXCEPTIONS DOCUMENT Inspected by: | Date:
ge 2 PSDS Il P. A. Hill, #A5325 1210412008 |
| Commander's Response: i I ]

Area is in compliance with policy applicable to this Chapter Inspection in accordance with HPM 11.1,
Chapter 22.

[ Inspector's Comments: |

Contract services are monitored by the shift managers and Area Lieutenant. Area is in compliance with
Departmental policy.

. «2quired Action

Corrective Action Plan/Timeline

None

CHP BB0A [Rev 09-08) OP1 010



STATE OF CALIFO NIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

Command: Division: Chapter.

LACC Southern 3 -~ Command
Procurements

Inspecled by: Date:

PSDS Il P. A. Hill, #A5325 12/04/2008

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander's Basis for Appeal:

N/A

| Appeal Review/Decision: (This shall be thie only level of appeal),

i Lead Inspector's Signature:

Dale:

|_ Responding Commander's Signature (for appeal):

Date:

CHP 6BOA (Rev. 08-08) OPI 010




Command: Division: Number:
DEPARTVIENT OF CALIFORNUA HIGHWAY PATROL LA.C.C. Southern .
IMMAND INSPECTION PROGRAM | Bamed ™ Date
INSPECTION CHECKLIST PSDS 1L M.A, Orozeo a0
Chapter 3, Command Procurements PSDS |I D. C. Pedersen 12/09/08

Page 10f3

Purchases

INSTRUCTIONS: Answer individual items with "Yes” or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks"” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

[] Division Level X Command Level

[[] Executive Office Leve) X Voluntary Self-Inspection

Lead Inspector's Signature:

A\—Li@ﬂ(ﬂ &L

| — Pl V.
Commander's Si halure:ﬁ;‘_r;/’,h?“}//;k:s’ Date 1T /cv/af

Follow-up Required: O/
D Yes No (] Follow-up Inspecti\ n ///;/ > P 12/09/2008
A ',.7 —_— i —
For applicable policy, refer to: HPM 11.2, Chapter 7 /
1. Are participants in the procurement process at the _
command level familiar with the related policies and Yes | [JNo |[JN/a | Remarks:
procedures for purchasing?
"~ 2. Have Approvers/reviewers of purchases received _
procurement training? K Yes | [INo |[JNA | Remarks:
3. Are prohibited items procured on CHP 43, Purchases Remarks: Prohibited ftems procured
Ve =3 SIFT
ReqUISItlonS? D Yes & No D N/A on a CHP 43 would be a violation of
. departmental policies and
s Supplies for personally — owned equipment procedures.
¢ Commodities for personal use
« Confirming order
e Purchases via the internet
4. Are separate CHP 43s, Purchase Requisitions, '
prepared for commodity items obtainable from X Yes | [ONo |[JN/A | Remarks:
different suppliers or from different statewide
commaodity contracts?
5. Is all required information entered on the CHP 43, - _
Purchase Requisition? X Yes | [JNo |[JNA | Remarks:
6. Are the CHP 43, Purchase Requisitions, numbered '
consecutively, starting anew at the beginning of each | X Yes | [ONo | [ N/A A
fiscal year (July 1)?
7. Are expedited requests for the purchase of goods _ _
forwarded to the Assistant Commissioner, Staff, for K vYes | [INo [JNA E;gr?lfr::‘nsg Iv?trhogimli'r?gfv‘f;?nma”d
approval? when necessary.

CHP 680C (Rev 09-08) OP} 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

JMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Pa

ge 20f3

8. Do specialized items purchased contain the
appropriate Division, and/or OP| approvals?

X Yes

(] No

L] N/A

Remarks:

9. Are the CHP 43, Purchase Requisitions,
competitively bid?

X Yes

[ No

LI N/A

Remarks:

10. Does the CHP 315, Price Comparison Worksheet,
document at least two price quotations?

X Yes

[JNo

L N/A

Remarks:

Small-Business vendors.

11. Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or model justified and in compliance with SAM
35557

] Yes

(1 No

B N/A

Remarks:

12. Are Limited Competitive Bidding purchase requests
for items that interface with existing departmental
equipment in compliance with SAM 3555.37

[] Yes

] No

X NIA

Remarks:

13. Do Non-Competitive Bid (NCB) purchase requests
contain the NCB justification and NCB Corrective
Action Plan documents?

] Yes

] No

X N/A

Remarks:

14. Are items checked immediately for content and
damage when delivered?

X Yes

[ No

LI NIA

Remarks:

15. Is the "received copy” of the purchase order
approved, dated, and forwarded to the Fiscal
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

X Yes

[ 1 No

CIN/A

Remarks:

16. Are freight and/or packing slips attached to the
received copy of the purchase order and sent to
FMS?

X Yes

[ No

LIN/A

Remarks: When appropriate.

17. Is FMS provided a photocopy of the purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

X Yes

CINo

L1 N/A

Remarks

: When appropriate.

18. Is the original "received copy” retained by the
command for completion and forwarding to the FMS
when the complete shipment is received?

X Yes

J No

O NIA

Remarks:

19. Are Damaged items delivered by common carrier
acknowledged on the freight bill by the carrier's driver
before being accepted?

X Yes

[JNo

CINA

Remarks:

CHP GBOC (Rev 09-08) OP1010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

IMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page

30of3

20. Is Purchasing Services Unit (PSU) notified
immediately by telephone, followed in writing either
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

X Yes

] No

CIN/A

Remarks:

271. Are open purchase orders periodically reviewed and
investigated to ensure the orders are not opened for
an unreasonable length of time. (SAM 8422.0)

X Yes

I No

CINA

Remarks:

22. Are copies of the purchase requisitions and purchase
orders maintained for three years after payment?
(SCM Vol. I, Ch. 11, Topic 4)

X Yes

I No

[ N/A

Remarks:

23. Are decisions documented to create a paper trail
. documenting the basis of the decisions made for the
purchase? (SCM Vol Il Ch. 2, Topic 11)

X Yes

I No

LI N/A

Remarks:

24. Are purchase orders split to evade competitive
bidding requirements or to circumvent the
Department's delegated purchase authority limits?
(Public Contracts Code Section 10329)

] Yes

X No

LI N/A

Remarks:

C1IP 680C (Rev 03-08) OP1010




STATE UF CALIFORNIA Command: Division: “Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL LACC S_Ot_.'ih?ln 3 Purchases
COMMAND INSPECTION PROGRAM P B orc Dl s
EXCEPTIONS DOCUMENT o

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number., Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required,

TYPE OF INSPECTION [] Corrective Action Plan Included
D -

[] Division Level Command Level [] Appeal Included

[] Executive Office Level [] Attachments Included

Date:

Forward to: Commander's Signature:;

Follow-up Required:

(] Yes X No

Due Date:

Chapter Inspection:.

Inspector's Comments Regarding Innovative Practices:
None

| Command Suggestions for Statewide Improvement:
None

[ Inspector’s Findings: ]
No discrepancies found.

CHP 680A (Rev, 09-08) OPI 010



STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL AT S Chapier.

COMMAND INSPECTION PROGRAM LACC Sethem 3Purchases. |
“Inspected by: Date:

E;;C;EZPTIONS DOCUMENT PSDS Il M. A. Orozco B 12/5/2008

[ Commander's Response: | -
None needed.

]

| Inspector's Comments:

N/A

—

ied con

arrective Action Plan/Timeline
N/A

i

GHP 680A (Rev, 09-08) OPI 010



STATE CF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL ST, S T
COMMAND INSPECTION PROGRAM LACC Southern 3
EXCEPTIONS DOCUMENT Inspected by: Date:

age 3 PSDS Il M. A. Orozco 12/05/2008

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection). B

Commander's Basis for Appeal: N/A.

| . \ppeal Review/Decision: (This shall be the only level of appeal).

Lead Inspector’s Signature: . Date: T
—— <D @ 12/22/2008
‘L/q‘\ f_/ - B
‘ Responding Commander's Signature (for appe&b: Date:

CHP 680A (Rev 09-08) OP1010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

Command: Division:
L.A.C.C. /514 | SOUTHERN
Evaluated by: '

,SPECTION CHECKLIST
Chapter 3, Command Procurements

PSDS Il L. PANKEY, #A2555

Page 1 of 2

Number:

X-Number Program

Assisted by;N/A

INSTRUCTIONS: Answer individual items with "Yes” or "No" answers, or fill in the blanks as indicaled, Any discrepancies wilh policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Documenl and addressed to the next level of command.

Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken.

If this form is used as a Follow-up

[nspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected

TYPE OF INSPECTION

[] Division Level xCommand Level

[] Executive Office Level [] Voluntary Self-Inspection

Lead inspeclor’s Signalure:

/
. s L J
~, = 4
(7 Bl LA T fostog

F

CHP 680F (Rev 09-08) OF1 010

-_— — ."'? e
Follow-up Required: L] Follow-up Inspection Com and)s Ssgnature - ’ e
[]Yes x[_] No //7_)/’;27. Fol | 7 ey
= o
For applicable policy, refer to: HPM 11.1, Chapter 23
1. Are multiple X Numbers awarded to the same vendor . B
to circumvent the $4,998 contract limit? L] Yes xNo | [JN/A | Remarks:
2. Does all X Number file documentation contain the ‘
STD. 204 Payee Data Record? x[J | ONo | [ON/A | Remarks
Yes
3. Do X Numbers requiring a contract (i.e., janitorial or — |
landscaping) have prior approval from the Business | [ Yes | [JNo | x[]] Svinmezrﬁ‘gph;;acwg ';Oangf;sgse
Services Section commander? N/A in contracts for such services,
4. Are X Number requests made prior to the date the = = Remarks:X-Number approval secured
. emarks.A-iNuU rappro
services are performed? $E|S [ No L N7A from So. Div. prior to service.
5. Are X Numbers issued for a one-time use? ‘
XD D NO D N/A Remarks:
Yes
5. Are prohibited services performed using an X R a— cord of
emarlks: [ here is no record o
Number? D Yes XD No [—_—] N/A prohibited services being performed.
7. Are X Numbers used for the procurement of a R - P ; )
i 1 emarks:LCommeoadllies only obtaine
service and not the purchase of a commodity? x[] CINo | OO N/A throtgh Supply Services, GalCard or
... L Yes - | other approved methods
8. Are X Numbers issued for telecommunications R R T
i emarks:No related-services
rTee':?ethr;ﬂzgigtgs;agggéii by i(([e:!s D No D N/A required for the time period audited
9. Do X Numbers used for facilities related services . :
(such as roof repair, electrical) costing over $1,000 [(JvYes | [ONo | x[] ﬁeﬂarks‘Refa to remarks provided
have prior approval from Facilities Section? N/A '
~10. Do X Numbers issued for lapsed contractual N ‘ .
agreements have prior approval by the appropriate (Jves | (ONo | x[] Ei;garks'Refer to remarks provided
Assistant Commissioner? N/A o - S J




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

SPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

Page 2 of 2

11. Do all X Numbers awarded to a non-small business )

Remarks:Only Product specific

i ' Ons?
vendor contain three price quotations? x[] [(INo | [IN/A e Shcpritaie (Arcewaicofes,
Yes When checked, no other vendor
o e _would perform service on producl.
12. Do all X Numbers awarded to a small business .
vendor contain the small business certification from x[] [(JNo | [ N/A | Remarks:
the Department of General Services (DGS)? Yes
13, Does the file documentation contain the STD. 21 B - - o
Drug Free workplace certification for X Number x[] [JNo | [JN/a | Remarks:
vendors? Yes
14. Do emergency service X Numbers document and —— N
H i emarks: ere were no emergency
JuStIfy the emergency’? é‘;—]s D No D N/A incidents for the period of the audil,
15. |s the itemized invoice for each X Number service i o .
maintained in the command's files? x[] CINo | [JN/A | Remarks:
Yes

The audit covered the period between 07/07/2007 through 06/23/2008. During that time, a total of 15
X-Numbers were requested through Southern Division. It should be noted that since we have co-

sated with the LARTMC, the need for any type of facility repair work has become non-existent. The
majority of X-Number requests have resulted in the need for service and/or repair to Area's IT
equipment. At the time of the audit there were no outstanding invoices or instances of duplicate billing.
The Area’s X-Number Coordinator is to be commended for her thorough record-keeping.

CHP 680F (Rev 09-08) OPI1010



STATE OF CALIFORNIA Command: Division: [ Chapter:
DEPARTMENT OF CALIFURNIA HIGHWAY PATROL LACC Southern i A
CONMMAND INSPECTION PROGRAM Inspected by: o - " Date:

'PSDS Il L. Pankey, #A2555 | 11/12/2008

STRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is reguired.

TYPE OF INSPECTION
[] Division Level Command Level

[] Executive Office Level

[] Corrective Action Plan Included
[] Appeal Included
X Attachments Included

Follow-up Required: Forward to:

[ Yes ™ No

Due Date:

Chapter Inspection:

Inspector's Comments Regarding Innovative Practices:

Commander's Srgnature

f"«//’(

None

| Command Suggestions for Statewide Improvement:

None

| Inspector's Findings:

No discrepancies found.

CIHP B80A (Rev. 09-08) OPI1010



STATE OF CALIFORNIA .

DEPARTMENT OF CALIFURNIA HIGHWAY PATROL “Command: Division: [ Chapler
COMMAND INSPECTION PROGRAM LACC | sounem 3o KNombers
EXCEZPTIONS DOCUM ENT :?ggesc{lfﬁ g’ﬁgnkey, #A2555 ??rlféfzooa

ge

| Commander's Response:

Area is in compliance with policy applicable to this Chapter Inspection in accordance with HPM 11.1,
Chapter 22.

| Inspector's Comments:

At the time of the audit there were no outstanding invoices or instances of duplicate billing. The Area’s
X-Number Coordinator is to be commended for her thorough record keeping.

.quired Action

Corrective Action Plan/Timeline

None

CHP 6B0A (Rev 08-08) OP1 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFUCRNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT Command: Division: Chapter:
LACC Southern 3 = X Numbers
Inspecled by: Date:
PSDS Il L. Pankey. #A2555 1111212008

Page 3

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander's Basis for Appeal:

N/A

| Appeal Review/Decision: (This shall be the only level of appeal).

[ | Leaddnspector's Signal @
cad:inspec or's ignatuy
}}zu_.. e 7&/ /é,u—;

Date:

/3- 22 - FIf

nespdnding Commander's Signalure (fafa'pﬁeai):

Date:

CHFP 680A (Rev 09-08) OPI1010




